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My Standby for 25 Years 


By Estuer L. Scuwarrz 


lk ability to t 

I've often said, puts a girl (or for that 
matter, a boy, too) in such a position 
nywhere and always find a 
lace lo! herself. lor twenty-five ol my 
] 

rtv-three vears shorthand has played a color 
5 | 

11te, 


ful part in the drama ot my 


| took a course when | was about seventeen, 
landed my first job, took my first 
dictation and 


rr not! The girl 


morning's 
couldn't read a note, believe 


who was leaving to get 


se place I was taking, was 


mMarrica, and W 

sisted on down with 

notes, and 

down to it 

every word was there, just as it should have 
| 


kindnes 


idn't been for her I’m sure I'd never 





| i? 
lave missed 


Determine to 


My Ability Challenged, 1 
“Show Him” 


During my first iew years as a ste1 
| had inter 


esting 


but almost routine jobs wit 


i steel ¢ mpa secretary to the I esident 
f a big furniture company, secretary to the 
local agent 1 large insurance company. O 

lay | asked f{ i Tals l 


and my employer sa 
that, though he was satisfied with my work 
fast (at taking dictatior 
he meant!) and he gave me a tl 


I went home and thought and thought. Not 


fast; I, not fast I'd show him! I left the 
ob and took temporary jobs for six months 
and in those six months I learn to take 
dictation faster than I[ ever saw anyone els 


take shorthand notes, 


take { | lea ed t ype last peopl ‘ 
to Sta d b d 1 W l Tic W rie id 
con t i \\ ice 

Subbing s \ ler l i elp t speed 
You get s t lifferent v es litterent 
ways i pr il it | id some lunny 
xperiences when | was subbing, deliberately 
to get experience and spec 1, and I'd hike t 
tell about a few of then 


in Interesting Time “Subbing” to Build Up 
My Speed 
] lawyer wh Wa i 


There was on ld 


lutely furious when he saw me 
| told the m to 
experience - 1 snot ed ““Cret out | here' 


Get out!” 


] ‘ 


send me somebody “\ 


| don’t want a young kid! 


I went out, but | army ack mat te 
ind said I had not g to tell the typewrite 
company, beca ‘ i { en mn .% il 
to show I couldn't d vork \fter h 
shouting s he must ivi t I had 

erve r ¢ dat gy ft ice "1 igall 
und, grumpily, he asked me into the inner of- 

ind gave i p ul ] uc Ihe he 
egan to fire le l it me, lickety 

i mile a ‘ l K it | read 
the ites back, t word 

| irse | I the ma early 

! later \ { | re tak t per 
manently, sa i « ects t ¢ abie to ear 
much more t é ld pay me 

Another tu to a paint ympan 

the mar t s of girl 

i@ gave me i test ind | read back my 

tes eas ind Vv t his juery said 

wanted nve ! i a da 

‘But any of those other girls were willing 
| \\ rk 1 T t} ree lol its i d \ ”" he said 
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“Well, why didn’t you hire one of them?” I 
wanted to know. 

“They couldn't read their notes,” he had to 
admit. 

“Well, I can, and I 
I said, and prepared to go. 
had made 


dollars a 
But he had 


a choice and 


want five 

day,” 

told the other girls he 

I was asked to remain. 
He had given his regular girl a book full 

of dictation on Saturday afternoon, and there 


was a stack of correspondence with it a foot 


} } 


rigeil. 


‘Too bad you can’t read her 


would save m«¢ 


rnuble 





Still in trim, though no 
longer a stenographer, Mrs. 
Schwartz thinks nothing of 
rattling off a 5,000-word 
story in a morning. And 
she often a 12,000- 
word novelette between 9 
and 4, while the children 


are at school. 





d oes 





I asked to see her notes, and, miraculously, 
she had about the same type of notes I took, 
and, with beside me, | 
judged I would have no difficulty transcribing 
them all 


the correspondence 


those letters without his dictating 


over again, 
That man was so grateful I thought he'd 
over it. I stayed at that place as 
long as I wanted to, and then went on to 
the next one, in order to get the experience 
I was after. But a funny thing—years later 
| heard some girls mention my name; they 
were working in that place, and the story of 
how I had come in and written up another 
girl’s work had come to be a tradition there. 
Another time I 
professor of some college. 

“But you look too young to be an expert,” 
“and I need 
take dictation as fast as 


never get 


was sent at night to the 


he said, an expert!” 


“T can 


you can 
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give it to me,” I said, and he took 
pers and began to dictate 

Never have I taken faster dictation. After 
a couple of minutes, I had to tell him to stop 
Again he dictated, and again I had to tell 
him I was unable to keep up with him. Finally, 
in utter chagrin, | put down my pencil and 
had to admit defeat. He sat watching me for 
a minute, and I felt smaller than the smallest 


some pa 


worm, I can tell you! 
began to speak. Never in all 
seen anyone take dic 


linally he 


his life, he said, had he 


tation more rapidly. If he hadn't seen me 
















doing it, with his own eyes, he wouldn’t have 
believed it was humanly possible for anyone 
to write like that. He was only making me 
go the limit, because I had been so cocksure. 
Needless to say, I did all that man’s work, 
and to his entire satisfaction. Not only that, h« 
had about a dozen professors come to watcl 
me take dictation, and they wanted me to go 
to college, saying that I would get some sort 
I pre 
ferred to go on with my career as a stenog- 
rapher, feeling it was much more interesting 
and educational than college would ever be! 
My next experience was one that proved 
to me, over night, almost, that I had climbed 
up several steps at once. I was sent by the 
typewriter company to dictation, they 
didn’t know at what, and the informa- 
tion they girl was to bring 
notebooks. 


of endowed scholarship or something. 


take 
only 
had was that the 
Seve ral 


a dozen pencils and 
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a bit 


t trail to stand 
perpetually Male reporters some 
smoked or drank, under fire, but I di 

and I knew that, if I kept on work 


would break down ut 


what 
| 


had 


General Electr 


, 
ne rattic¢ 


reporter ? 
' 
and yearly 
two 
made one hundred 
week, and trom tl 


nographer’s 


mbarrassing 
has landed a 
young girl, because OF { 
a dais with the imp nee fe tl help other 
among twelve hundred men! After a 
were lovely 1 worked hard, 
] week, but at ne of it I ] | 


i bia 
’ 


like S 


Six Weeks of Reporting 
them if i 
conventions, a dictation. I thir if I were 
m and a hardware con- odd corner of the world | 
h were very, very interesting able to make a living, because 
culty at all with the dropped that one standby. 
icquired that air of assurance Throug! depressio 
knowledge that nothing tinued to make mone) 
walked the str: 
it was becau 


' 


There followed two more 
no diff | 


\ 


e next « 
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utter ont 


myself, that no 


something which gave me such 


dence and poise, such belief im 
ould always muster up 


fact that | 


matter where | was | « 


courage to get what | wanted. The 


deliver the goods 
nothing. \« virls, 


rirls, perhaps, have gone 


mac Tit 


better 


knew | 
afraid ot 
educated girls, clever 


after the same jobs 


| have 
landed the one | wanted 
shorthand 


but L've 


just in 
type 


not 


Learn to 


differently learn to 


oO 
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to use your head and 
come to you 
you'll 


neatly and rapidly, and 
ollow up the opport 
that enter 
ilways be independent 
be the final 
woman seeking a place in the 
will help her to get in 
thing will. No matter w 
take rapid dictation your 
enhanced to any employer. | 


Irom 


ties that 
hecause of wedge, and 
graphy may not 
aim of : ambitious 
world, but it 
where no other 
at the job, if you can 


young 
one 


value will always be 


know this, for I 
my own ! 


| 
speak experience 


7 


Proving Your Fitness for a Position 


By Joun Raven Beecuer 


— ky looking ra job is one of the most 
unpleasant and anxious experiences that 


have to go through, thx 


’ 


time Six 


j | 1! 
i « well 


peopl 
preparing for the deal wi 


whiil 
Your Letter of Application 


lor a 
ways. One 
of applica 
Candidates 


ww do employers judge one’s fitness 


on Well, 


Common 158 


there are many 
the letter 
test it Is 


quickly 


most 


and a very good 


qualify are eliminated 


The stenographer who can 


cannot 

his method. 

a forceful, attractive, interesting letter 

of application has many of the qualities which 
stenographic success, and the prospec 
is quickly prejudiced in the ap 
when he reads the letter. The 


insure 
tive employer 


plicant’s favor 


til it ie bes 


1 
rewritten until it 1s U 


letter should be 


that can be produced. 
Dictated Tests 


test 
just the 


a dictated 
letters 
demands—and 1s 


Some employers rely upon 


The applicant is given a few 
kind of work the position 
judged by the speed with 
cribed letter is turned out, and by the 
acy, arrangement, and 
letter. This is a good practical test 

one of the best—but it takes a long time to 
test a number of applicants, and a stenographer 
do herself with a new 
strange dictator, unfamiliar 


which the trans 
accur 


appearance of the fin 


ished 


cannot always justice 


machine, a and 
material. 

In preparation for test, it may be 
» have different people dictate to 
he letters as 


such a 


advisable t 


you, and practice transcribing t 
rapidly as possible, being sure, however, to 


do your best work. 

In some offices psychological tests 
One of the most popular is that of 
\ large group may be given 


are still 


given. 


crossing out a’s 


a copy of the morning paper or one of 
ler 


and asked to c1 


a column, 


1 


firm's advertising circulars 
page or 
out as many as as possible in a give 
time. ‘This the 
accuracy, ability to tollow 


out all the a's in a 
cCTOSS 
speed and 


4 
tests candidate s 


direct ons, Capacity 


to work under pressure, and other genera 


' 
quanties 


Notebook 


Your 


another and ry 


te book 


1 were asked to 


And still 


s the stenographer’s n 


impor 
(on 
in employer says: “li sele 
i stenographer to do expert shorthand work 
| would rather judge that stenographer’s 
shorthand ability through 
shorthand notebook than in 
Is the notebook 

Are the notes small and 
the letters dated 
work? Is each letter ca 
en? Has the space been 
Are 


clearly indicated? Is k 


the medium of th 
any oth 
ged? Is it 
spaced: 


well arrar 
evenly 
betore starting the 
iceled as it 1S 
economically 
tions neat 


insertions and correc 


t 


, 
nghand used 


‘ 


and of the sl 


omy 


ster up an inadequate 
hand forms? 

“All of these points can b 
a moment's turning of the leaves | 
one stenographer 
with page after 
notes, are a 


determined 


thinking of 
neatly indexed notebooks, 
f attractive, 
mute though eloquent tribute to her 
work. And then I think of other 
I have seen, careless, illegible 
spersed with 
torn pages, ragged covers 
ing to a prospective employer that the owner 

in thought 


whos piles 

page 
legible, accurate 
successful 
notebooks 
scrawls inter- 
illegible longhand, 


an insistent warn 


even more 


is careless, inaccurate, and slovenly 
and habit.” 

If you had an 
cure a fine position 
work in your notebook 


job? 


wtearoet, SI 
opp j Ly 


to se 
the strength of the 
Id you get 


about ' 


morrow 


‘ 


woul 


think 


oday, 


That’s something 


, ti 


’ 
the 
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Don’t Ruin Your Chances at the Start 


These Suggestions by H. L. Carrap May Help You When 
Applying for That Job 


HANCES for a position are often 
ruined at the outset by inappropriate 
and worthless letters of application. 
Among 600 received recently the process of 
elimination began with the envelope itself, 
because some applicants condemned themselves 
at first sight by 
—being so careless they did not even ad- 
dress the advertiser properly 
—writing the envelope so badly, with such 
reckless and despairing scribble, that one 
knew at once they did not expect to get the 
job - 
—typing with similar carelessness. 


Promptness 


It is surprising how applications continue 
to be received long after the advertisement has 
appeared. Among the 600 received, the lag- 
gards were still applying over a week after 
the position had been filled! A good rule to 
follow is this: 

Prepare copies now of all schedules regard- 
ing education, personal data, qualifications and 
experience, and all letters of recommendation. 

After you read the advertisement, write 
with care your letter of application and mail 
it to reach the advertiser the morning after 
the advertisement appears. 

What Stationery? 

Nothing so much as the ex- 
traordinarily poor stationery some applicants 
use. In some cases the cause may be ex- 
treme poverty, but surely that is rarely the 
case with a prospective office employee. Sta- 
tionery is somewhat like clothes—an indica- 
tion of personality—and those seeking digni- 
fied employment should at least try to clothe 
their applications appropriately. 

Perhaps the best kind of envelope to use 
is a white one, 4% x 914 inches in size, which 
admits of setting out the address attractively, 
using 8% x 1l-inch white paper for the letter 
and enclosures that accompany it, and folding 
the complete application so that it may most 
readily be opened. 


surprises me 


Handwriting or Typewriting? 


Many young people have asked me whether 
it is better to apply for a position in hand- 
writing or in typewriting, and my answer 
invariably is, “Both.” 


If typing is a qualifi- 


cation, a sample of typewritten work should 
be given. One obvious way is to type all in- 
formation regarding qualifications, etc., en- 
closing them with a Aandwritten letter. Some 
applicants when applying for a bookkeeping 
position send a beautifully written or type 
written and ruled Balance Sheet. Such com 
monsense earnestness is sure to challenge at- 
tention, but samples of work should only be 
enclosed where they are applicable to the job 
advertised. 

There is one fault pitifully common in ap 
plications—the writing being so poor as to 
be difficult to read, or so labored as to be 
obviously slow. Elaborateness is not de- 
manded or desired, but character shows in 
handwriting, and the character one looks for 
in an employee is that indicated by a steady, 
graceful, rapid, and simple script. 

Tone—Frank, Fair, Businesslike 

By “tone” I mean the expression of the at 
titude of mind in which the applicant writes 
Some are modest—even too modest; others 
are bumptious, or whining, or hopeless, or 
too smart, or too dull. Here one finds a 
masterly effort, and then later on a loutish, 
slovenly, and loud one. Or, again, comes 
one so secretive as almost to suggest the sup- 
pression of some terrible crime; and that is 
matched by another so voluminous—so full 
of utterly irrelevant detail—that it, too, might 
almost be a cloak for some grievous fault. 

Where, then, can one find the happy me 
dium? In seeking it we must first remember 
to be businesslike. We must omit nothing 
the prospective employer should know, either 
for his own sake or ours, and we must so ar- 
range these facts that they can be grasped 
with the minimum of trouble. 

We must dress our personal shop windows 
attractively and well, but the goods in the 
store behind must equal those in the window! 


Ending Your Letter 


Many candidates conclude their letters with 
the expression of fervent hope that they will 
be successful, and an almost more fervent 
promise of loyalty and hard effort if they are 
engaged. Good intentions can be taken for 
granted. 

Some candidates all but tell the prospective 
employer he would be a fool if he did not at 
once avail himself of the wonderful oppor- 




















the applicant Na given him, etc., and € a temptation | Sa \\ and vw badly 
; , ler tor " ake ] | 
a nsiderat nl Willi Mant S rtune tor u need to Carn a livel ) or t it your 
’ | y y re ‘ ' ] atint } f 
he amusing pa s ipplications ither is Mayor of X, tha 1 have had 
i tne sideratio! ask is olten id luck—but t matter ire t relevant 
perately low r iS that the trag part ol t the services y« wis t Yo ive 1 
t ! ull means be ? etul ul Can, gent to tr t rr? t emy yer aS a 
| — . ‘ ‘ 9 ' -_ 4 . | ‘ } } 
void presumptuous npudencs Phe philanthropi a s ra ita father 
t gest is Ss enhan yy courtesy and Chat is not being fair 
. : 

t neither weakest I! I strongest was Necreattor I t irt recrTeca 
er helped by nceit or insolence or shouting t $ are irrelevant to an applicat la 
Consideration tor others i sign of good we are discussing, but it is adn ble to mak 

eons —_ 1 ty t | 1 
£ Roc ita { Sa cTy wo l i rier ment rt ealt tf any sport 
e virtu ‘ makes us we me by oth which y i i ictive participant, as a 
ers whether work or in p Show your ndicat that re for t é 
; derat for r pr ective employer lt 
os +} ‘ ! | 
i ire i arrange! ana cCiearnes | 

ee 1 Good Arrangement 

| 
) i ir? ure t pre 
Discussing Personal Matters ‘ . 

e appi tion t et t ( ett 
eclore r el | de the etter e scheduls " tions. tra R al 
edul qual t testimonials. 1 personal data es of testimonial Pro 

‘ | +) tour , ; 1] | 
us t k over the ite ! 1 } mat ubly ( s W will tak nly ! heet 
ters which ought or ought not to be included ¢€ach, but coy testimonials should ea 

- ] r he + le , ‘ ‘ 4 . 
your application tor a position : » CPST aS SUNTE « vs 

lth ’ } . 1 ' 1 ‘ ‘ 

é ‘t. At y ( Vik s | al ( sab lity ‘| . ‘ 
, 131 ‘ , 
enes uld be mx ym ind =the 
; The Letter Itself 
prospective employer reassured if this d 
} 1 . 
ibility does not affect su activity as 1s nor t read the aclve ene ! 
1 ] 1 | | | 
1 the work propo d. On the thet : ering one very ery care ] et 
efect as si t-sightedness 1s of eft the advertisers give a name and ldre t 
tive portance ly a few special jol iv be p ble to learn something about then 
\\ true, it 1s often usef under the d r their business. Even a knowledge t the 
sentences as “My general healt s, and always nt 1s ild stress. For instance. 1 
iS cel very @ l lave ! Ce! il t at 0 ire 2 d at hgure W ild va abl 
nw nt of illness during th n app for a positior im ar nta 
la t vear (tor three ; ir vears ) a hice ‘ le 1 reputation for wd t . al 
lhbca? } ‘ nil f 1 
i arance [he est wa » deal w ru 1 caretulness wou ppeal t " 
t ather awkward p t 1s ndoubtedly t lawyt 
be able to write under t heading methit c tely ask t 
Tih the lowing In +) rtice must ‘ ‘ 
tter I refer » to the at , t wort 
tache fectin a] ror \lr With many indents about ft ent nine the fact ¢ 7 ‘ 
Tf vou cannot , complete their course of tu quite "W el ] 
f . . ; fe osttions ; ft : c } 
‘ . as imnm and apply r positions, th ar position { 
, ' } I - tals cle seems both timely and fitting ' ' 
OSS é am to obvious unfitte I 
; 1 appearar } lt is adapted from a serie which = 
D e and isonapDit 
a * 1 appeared in the Gaecc Macazi T 
ug ind dress suitab Do not rambl 
' 1] —_ . of London, England, written by , 
wel ut reference on ening sentence t t it 
: Ur H J Carrad manacgint 
Ss matte could easily b , isk in clear, courte and 
: ° lirector of the Grege Publishing »™ iti : 
( te nheor ; + m e tern to | id 
teie] . LCT Company, Ltd.—Envitor . 
state ib , ¢ Mr. Bla k. red tor the ioh 
Principal of the Busy Busi lhe complimenta losing 
7 ‘ , ‘ | ‘ 
ness College (address) \ vould nat uld be to Do not sa ‘Yours vi 
, . .. # 
urally see that your claims were substantiated erel ‘ é neere Su 
at the interview and afterwards in your dail) hrases are for etween friend Rel 
7 rb the non mr ++ a] r easel ? | o ¢ PT 
Circumstances —It may seem rather hard must, \ n sa Yours respectfull 
11 ‘ , 4 , 
but I really do not know any case in which a Your s ture s 1 be legible Type 
recital of your private rcumstances Cat ir name ll ler t handwritte g 
pr perly be ment ne 1, ul less 1 I re a é nature ? t y} le letter 5 | lwr tte? 
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Lastly, you must be quite sure of the name 
and address, or the box number, of the adver- 
tiser. A mistake 


stupid, and rightly fatal. 


made here is unforgivably 


Draft and Check Your Application 


Having decided what you are going to say 
in your application, make a draft of it, and 
then check for 

Errors of spelling or punctuation 
grammatical construction, of 


(Every sentence and para 


l-rrors of 
crudities of style. 


graph should read smoothly.) 


Errors of arrangement. (Each paragraph 
hould deal with only one subject or section 
of a subject, and every sentence belonging 
properly to that paragraph should be there, 


ind not somewhere else. ) 
Errors of fact. (Errors of 
easy to avoid, but do try 
of the applicant who claimed to write short 
hand at 1,000 words a minute!) 
judgment. (These are a 
because they 
real ability 
the persistence, and the 
and caretully, 


fact should be 


to escape the slip 


Errors of more 
subtle 


mon 


depend on com 
to think. The 


courage to 


danger, 
sense and a 
ability, 
think out a problem completely, 


is a very rare gift. Do you possess it?) 


Now that your draft is approved as the 
very best you can do, make a perfect copy, 
because it will be judged as your best. Re- 


member that! 


The Schedule of Qualifications, Training and 
Personal Data 


The making out of the schedule is naturally 
an individual problem, but general guidance 
is possible. Some items should go in all suc! 
schedules, others apply only in certain cases 

First there is the appropriate heading. Som« 
thing like the following might ck 

PARTICULARS OF THE 
ATION, EXPERIENCE AND (¢ 
JAMES H. THOMAS 


EDU« AREER OF 


Then would follow all or some of these items 


(a) Full name (If married, add this fact.) 
(b) Address in full 
) A ge 

1) General Educatior Add partic irs f ¢ 
ates gained at schools attended, and per 
names ot schools Anv suitable mments of 
s ool reer should he added here.) 

(e) Special Training (This should refer to y 
business or professional training, and show school 
and college attended, period, and qualifications 
obtained.) 

(f Experience. (If you have had experience, give 
full details, mames and addresses of employers, 
lates, and particulars of nature of employment.) 

(g) References. (Names and addresses of persons 
who have expressed their willingness to answer 
questions about your personal qualities and/or 
qualifications and experience Two or three 
names will be sufficient, but see they belong to 
persons whose opinions would be considered of 


value.) 
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List of testimonials ‘ Se Number these 
ind give name ar DOs ff persons givi 
the testimonials Se t numbers tally wit! 
those on the copies enclosed, and that you do not 
forget to enclose them!) 

) Special. (Under this heading add any fact or 
facts that are r v 1 and personal and yet 
ke ly ry afte t \ if S ‘ 5 | ty 


Do not lengthen this list unduly, and do not 
enter useless details. The gaining of a priz 
for regular attendance at Sunday School 


would not help much to get you a job as a 
clerk, and the passing of 


yunior an elementary 


examination becomes unimportant when you 


! 
lave passed one more advanced in the same 


subrect 


The 


Testimonials 


Just as the schedule will show your neatness 
in setting out 
the written or typed page, so these copies of 
testimonials will stand as a sample of 
you would turn out letters for your firm. That 
should be sufficient hint, and the extraordinary 
thing is that my experience proves such a hint 
is sorely needed. 

Only one further hint should be 
In copies of this kind it is usual to set 


and sense of balance and beauty 


1 
now 


necessary 
here 
out the signature thus: 


(Signed) Herbert Ashton 





oC°d 


Fiftieth Anniversary 


Town “Did you 
some fifty ago a lit 
insurance agent lost a nice fat policy because 
his fountain pen flooded ink over the applica 
tion when the applicant was in the act of 
ing? By the time the agent could 
duplicate policy, a rival insurance 
had signed up the prospect 

“You can imagine his disgust at the behavior 
oi the pen at that particular moment. Policies 
had to be signed in and that is why a 
salesman had to carry a fountain pen, such as 
he could get. Not wishing to have a 
experience, the insurance salesman determine: 
to make a real fountain pen 
lepend upon at all times 

“After a period of experimenting, he su 
ceeded in perfecting a pen that is today used 
wherever writing is done. It is known as 
Waterman's Ideal Fountain Pen Patented 
February 12, 1884, the 50th anniversary of its 
invention is being observed this year through- 
out the world by the manufacturers, selling 
agents, and thousands of retail stores.” 


UR 


know 


( Man 
that 


about Says: 


years 


sign 
secure a 


salesmat 


ink, 
similar 


one that he could 





GHE GREGG WRITER 


eg EXECUTIVE 




















4 


—— 








RED BOOK MAGAZINE 

















GHE GREGG WRITER 


April, 1934 


Proper Names in Shorthand 
By J. E. FULLER 


Goldey College, Wilmington, Delaware 


(Continued f 


Names Spelled in More Than One Way 


HE sp lling ol some ge graphical 
names varies according to states. It is 
not necessary to show the distinction in 
shorthand, but watch your transcript! The 
following short list indicates the danger 
taking chances with such names: 
Colton, in six states; Coalton, in three. 


Emmetsburg, lowa; Emmitsburg, Md. 
son, N. J., and Washington; Patterson 
States ; Mississippi 

Worcester, Mass.; Wooster, Ark 
Pittsburgh, Pa.; Pittsburg, in ten 


And some famili 


Pattison, in and 


' 
and 


ar common nouns take 


states. 


Pater- 
in ten 
Texas. 
Ohio. 


ast 


ferent spellings when used as proper names: 


sailor Saylor, tailor-Taylor, holiday 
But, as with cities, these can be taken 
in transcribing, Other names that ar: 


nounced alike but spelled differently must, 
however, ve caret lly checked al 1 the spelling 
f 
¢ 4 
a : 
Cc) t € 
| 6 
f 
ya 
b 


14 Q Sf euer 
4 
ice wy, vr W 
id 
is Qi one 





Holliday. 


are Ol 


pro- 


olfice stenographer shor 


shorthand reporter must, first write the name 


legibly in shorthand Phe stenograpit 
should no f course pt the dictato ) 
ask f the spelling. 

Often it is a waste of time to write the 


one or 


nghand letters written beside 


full spelling of the name in the notes; 
two distinctive | 


ie outline will be sufficient. as illustrated he 


low. Obviously, the ame C-l-a-r-k needs 
longhand help; but ase C-l-a-r-k-< 
i small “e” beside tl utline is enough 

In cases where there are three or more spell 


ngs, it is sometimes best to write the whok 


Note the forms given here for Kaig! 
ind Reed-Reede-Rede-Reid-Reide-Reade. 
rhe following list illustrative, but 


exhaustive: 


om 


yt 
* 
7 
< 
> 
; y 
4 - SF 
“?} 
(A 
“~ 
y " 6 
et 4 V 
o 
- ad 
>. ’ 
, 
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“e 
>? 
' ; 
A . 
J 
gf . 
. 
; 
4 
~m 
A 
“—” 
. 
4 
. 
? P 
~ 4 Cag 
“4 
4 
2) 
/ 
. 
“ 
t 
. 
” 
, 


A 
/ 
; 
, 
ge . 
« 
) f 
; . 
j ) 
, , 
a 
>. 
) 44 a 
. 
eh) : 
a 
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Ke 2 2 i 
CK 
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, c 
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ean ‘ 4 . Ck 7 
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4 ° a ” 
Ww, 
( a2 ‘ 2 ra < re5 rf 
7 , 
rs 
5 ? . att ¢ 
ee ) : . a 7 
° 
, . ‘ ? ifak si) 
A 
. > d Li o 
o a Fad < ‘ ¢ 
. 
/ 
N ( ~ tA 
ao 
/ 
ia 
’ e < ; . Ana ‘ 
; 
é 
‘ - , “ ¢ 
14» ALe ea ( 
: = ] - o 
' ; ‘ 
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d sae 
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‘S SI TL ——— See 


(She LEARNER, 4 


A Department of Helps for the Beginner in Shorthand 
Edited by JOHN ROBERT GREGG 






PON the c mpleti m ot Uhapter V you lending beginning with ( haptet 
ive learned ll the letters of the V1, this ‘ | pie exte | to 
s thand ilp ibet and ca write a lude t | rta tin onant 
rd e English language l ! i such as a m, dn 
thet c orthand t t dowr } 
eis st px il Sa \\ te | ‘ these , 
4 i now and =the you I s I ‘ i ent vard cas 
vished, stop your study I s thand at the i ls \N t i ther 
l ( apt \ The ste raphic st ident, <¢ t | ilph het lence 1 
VEVE \\ must write at an num speed pla I \“ e write the 
n 1) 120 w $s a ut eas eautitul fu | | t ‘ hay 
! . ts ike the sh i itline t V1 Vil 
I & words isi ind spec t write 


than they are when written out in full accor The Reversing Principle 


vy to the tetters I th i bet 

Chapters VI to XII f the shorthand esent erest et 
\lanual contain the shortcuts that make hig! ol expres ' It elin t the writing 

pec 1 pe ssible | these chapters you lear t inal ) I i . s tht wh the 

1 tollowing three great shortcuts to speed 1 1¢ . t writ tine rel niva 

l Uhe ke ng I certa consonants t ( I Z t | 

: | se I trie eve y pr Kt ple \ ‘ < 1 t 
express ? ‘ t tw 

; | c i bre it Vv rt i S i I ‘ t i 

} ‘ ‘ 
Pid | ; ? ‘ j ; ’ ‘ ; 
The Blended Consonants stra \r word that t hav 
i stra l t ¢ ‘ 

The i that longhand s tl bas ers ) ! rr i i 
Gregg SS t ul g VS uM you a vord that ‘ e { rt 
v¢ rt t the stud oO the the i SCeVE ‘ } ‘ eithve 

where is 1 tact illustrated more ce elore t t be by the 

illy tl i ¢ blet led 1s ant ) evers ( 
ente Chapters VI and VII \W . , 
\s curved nx s the prevailing motio 1 t e writ 
nghand t s also the rrevailing mot | t ‘ ‘ i e ft 
shorthand The Ist i tacile cu es ! t r itte 
eliminate the slow and awkward angle e? 
gs i sore It the consonants 18 one of th I i et t 
shortcuts that makes it possible for the s Another group of wot that 
tem to be written as fast as a person can talk nder t reversing pt 
ind vet be eas t re id ill LZ the I I s 

Before taking up the study r 4 hapter Vi ireless student mustake these t 
vou were already familiar with the follow for the rrect ones 
ing curve combinations that are obtained by reverse to express the » 
the mere joining of the characters: pr, pl, br If the letters ¢, a, and i d é 
| kr. bi ” yl. fy f] hf. vb, ses. -. the word innot be writt 

mY , : ' : 1 1 


, hese curve yomings represent the natural principle Su Vor is these 
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cannot be written by the reversing principle: 2 


~ 
bread, treat, grain, trace, dress, try, dry. 
The method of expressing r by the revers- ; 
. a 
ing principle is first given you in Chapter III, e 
Par. 71. It is continued and completed in olter-alter, elteveble, elteretion. taaltereble. alterce 
Chapter VII, Pars 161-164. 4 ' aiternate aiternation slternative altogether 
lermer almana almight imost, already, al 
Some Helpful Drills on Chapter VIII 
After pract x the words in Par. 174, we / ; 
, é , 
uevgest that vou devote some tin to ei 
derivatives, especially those ending 1n s Vhe ) / 
following drill will help you. Before writi1 7 7g 
these words review P 55 
< “Y” 
/ < 
f 
y , ’ 7 J 2 r / , 4 
j 
7 ; e 
r J P . : f 
} j 
U , 5 } , J 
’ ’ ’ ! i subject sublease 
’ ea f nile , ’ nevoe submit 
; rdina 
Now review Pa 59 mn ¢ t witl 
your practice of Par. 182 and write the follo ; " 
1 , 4 5 4 
ng Wo! X : 
4 4 ? 
. ‘ , 7 J } j 
¢ 
f 7 ’ ; t 4 {4 
) > , 4 4 
4 
7 < rd t 
vested, tested, trusted ted ’ i ’ t 
sa yu i, ¢ ! 
f ’ ’ ’ sul ription sul 
‘ } ; } ; 
UI-Al tu tantial, substitute, substitution, sul 
, bwa 
Among the many interesting paragraphs 
Chapter VIII of the shorthand Manual, Par 
183 is sometimes slighted. The following ‘ 
drills will give you additional practice on | 10 oF 
the three prefixes and the one suflix in this 
paragraph. , oS 
v > - P 
wt 7 * 4 ; i age? subarct subeditor P ad 
a subequatorial 
2 7 7 ; Some Common Abbreviations 
2 . 
. a ? 1) Here are the fifty most commonly used 


words that are written according to the ab- 
breviating principle given in Chapter IX. An 


ulcer, ulcerate, ulceration, uicerous, ulster, ulterior, analy sis of the five thousand most-used words 
ultimate, ultimatum, ultimo, ultramarine, ultra-violet shows that 91 of the five thousand are written 
according to the principle given in Par. 193; 


g Ria gQ Ys Q + c-2 23 others are written according to Par. 195; 
Cc < t My . . . 
( ( 119 are written in accordance with Par. 196: 
and 114 in accordance with Par. 198 
a-> a ? . ) 


‘ r (Continued on page 408) 
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Easy Business Letters 


On Chapters Seven to Nine 
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4 y } 
f 4 
} . 
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Easy Business Letters 


On Chapters Seven to Nine 
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( > 
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> a 
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‘4 
{ 
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\ 


April, 1934 














co 


April, 1934 


- 
( > 
2 
> 
4 
, 
, 
0 
c 
{ 
2 
? 


GHE GREGG WRITER 407 


Easy Business Letters 


On Chapters Seven to Nine 


Sy 
A A / v 
Q . 
* 
y 
> 
. 
} 
. 
. 
? 
A 
f Ma 
> if 
- 
¢ 
jf 
t 
: - t - > 
> Y 
J ) - ” ? 
* — 
? fy 
4 > . e / 
s / 
“4 
X 
> 
os . 
 . 
y a 4 ? 
yr 
? } 
y ) ’ 4 v , 
, > 
Z 
c 
4j . 
( 5 a 
- A 
~ A 
, ) 
? 
a r 
4 a? - . y 
C i 2 os . 
/ : 
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Drill on Par. 193 as it progresses rapidly through this inner sys- 
tem and unfolds to you the secret of high 
° A speed. As you study the Manual from Chap 
f ter VI to Chapter XII, you will see the several 
: theory principles fitting perfectly into one 
complete picture of a wonderful personal ac- 
a bs f complishment, which will bring you rich finan- 
- cial reward as well as serving as a great tim 
) ( 7 ad ( ( ) saver in your everyday writi 
4 
’ i, de é led ‘ é ajratr ’ 7 
rad l 1mMe by tf, tute, pr i pr é o = 
, os ' : 
Drill on Par, 195 Whe t | : P -rsona lit 9 
at Is Personality: 
‘ Asks Dororiny O'BRIEN 
\ 
t 4 . , 
‘ 
P 
( ) 
: 
, balay } int, et memora ) a 
treet railroad legreé f l prepa ; ) ) 
4 
Drill on Par. 196 ) Pa 
4 , 
, ) ty ») . 
« - . > ¢ 
, 2 / 
Co 7 A P , 
/ P ; 
a 
lA ( 
“ { 
4 - ( 2 < . 
ana s ni ent-convenience, ¢ perate customer, 
imagine-imagination fier, original, pleasant, p y, 
relative, dep f j 4 , 
} 7 
° 
Drill on Par, 198 << 
f 
° 
/ ( { f 
/ J £ 
( 
y 
P / 
¢ ( ¥ 
° . 
6 
? . 
{ ‘ A ‘ . ‘ , 
° 5 a 
absolutely, appreciate-appreciation, appreciated, asso- " 
a ’ te local-locate, material, pract 
simular, terriiory, totai / 
4 -7 , > 
Around these three great shortcuts — the . 
abbreviating principle, the blending principle, ° , , 
and the reversing principle—is built a fascinat- 
ing shorthand system within a shorthand sys- QO; F f y, 


tem. Your study becomes doubly interesting ni 
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Mary E. McGowan Shows What a Girl 
Can Do Who Makes Up Her Mind 





HERE are dreams and dreams — the 
practical and the impractical. Down 
in Galveston, Texas, is a level-headed 


young woman who had the practical kind, and 
through energy, perseverence, enthusiasm and 
faith she made hers come true as easily and 
certainly as harvest follows sowing. Today 
she is pointed out as one of the successful 
young women of the Southwest. Her work 
brings in a nice income and she is as happy 
a woman as one can find anywhere. 
Believing that our readers would be inter- 
ested in Miss McGowan’s dramatic story and 
find inspiration in it to go and do likewise, we 
have obtained a sketch of her career. First 
introduced to shorthand in her high school 
days, she immediately developed a liking for 
the nimble art, saw in it a stepping-stone t 
economic independence, and made up her mind 
to master it. She says, “Shorthand has meant 
much to me, in that it has enabled me to pur- 


chase and furnish an attractive home in an 








city and to 
proverbial rair 

A regular 1 
1920, it is not 
t a great deal 


g 
s edited and pi 


women as Miss 


and happiness 
value to me i 
career,’ she si 


cover to cover 


penmanship dr 


therein. The 
articles appear 
helped me and 
trious writer, ( 
had done, I was 
to attain my @ 

In a Who's 
would expect t 


Mi Gi WW \ N 


Fromastenographic- 
secretarial position, 
she rose to success 
as attorney, official 
court reporter, and 
general re porter 
through her own in- 
dependent, wisely 
directed efforts 


How Miss McGowan 
won her success is told 
you here. Turn to page 
138 and you will find a 


sample of her work 


od of this charming southern 


accumulate something tor the 


ly day 

eader of this magazine since 
surprising that she should give 
of credit for her success It 
tblished to help just such young 
McGowan to achieve success 
It has been of inestimable 
n preparing for a reportorial 
iys. “Il used to read it from 
and still do—and practice the 
Ils and phrase s contained 
many useful and encouraging 
ng in it from time to time 
when I read what that illus 
harles Lee Swem, and others, 
inspired to work all the harder 
_ 

Who of the Southwest, we 
find the fo'lowing 


Ml AR\ k A ttorme \ (oth 
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cial court 56th Judicial District 
Court of Galveston County, Galveston, Texas. 
reporting on the 


reporter, 


Conducts general business 
side. 

Born in the beautiful Finger Lakes re- 
gion of New York State. Valedictorian of 


her high school class and honor graduate ot 


teachers’ training school. Taught school one 
year. 

After spending the summer _ vacation 
doing stenographic work, decided to abandon 
teaching for a shorthand career. With her 
mother, sister and brother, moved to Galves- 
ton about ten years ago and became steno- 


graphic secretary in the office of McDonald 
& Wayman, one of the leading law firms of 
the Southwest. Completed an evening law 
course, graduated at the head of her class, and 
was licensed to practice in June, 1929, passing 
the bar examinations with highest average ot 
any woman who up to that time had appeared 
before the Texas Board of Examiners. Ad- 
mitted to practice in the United States District 
Court in January, 1931. Appointed official 
court reporter October 1, 1929. Member ot 
Galveston County Bar Association, Texas Bar 
Association, Texas Shorthand Reporters’ As- 
sociation, Southwest Shorthand Reporters’ As- 
sociation, and the National Shorthand Report- 


ers’ Association. Recreations: Reading, mu- 
sic, and thoroughbred dogs. 
Self-taught 

Aside from a year’s instruction in school, 


Miss McGowan is really self-taught, making 
her success all the more remarkable. “In my 
spare time at the office and in the evenings, 
| practiced and memorized all the reporting 
phrases,” she explains. 

“The first step in my preparation for a re- 
porting career,” Miss McGowan goes on, “was 
to review the Manual, writing five lines of each 
character, and I did not use notebooks with 
divided pages, either! After mastering the 
Manual so thoroughly that I could, and still 
can, recite the principles in any chapter that 
might be mentioned at random, I proceeded 
in the same manner to practice all the phrases 
in the Gregg Shorthand Phrase Book, not 
limiting myself to five lines, however, where 
| encountered a character that gave me the 
least difficulty. Then I studied the Factors 
of Shorthand Speed, by David Wolfe Brown. 
Next I tackled, with energy and enthusiasm, 
the Gregg and Reporting Short 
Cuts, covering two books in the same 
thorough and painstaking manner as I had 
covered the Manual and the Phrase Book. 
These books, combined with the very valuable 
and suggestions found each month in 
Grecc Writer, constituted my ground- 

Incidentally, I have all 


Reporter 
these 


hints 
THE 
work. 


saved issues 
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of the magazine since 1920, and intend to have 
them can get issues 
which 


soon as I 


lost 


bound as six 


have been 
Preparing for the Court Test 


“In my practicing I made it a point to work 
irst 
then for speed. 


for correct proportion and and 
I rarely had 
exercises to me, because | received plenty of 
dictation every day at the office. Neither did 
i try to report radio speeches, although there 
are two radios in my home. Study and rej 
tition practice were the methods I used, out 
side of my regular office dictation. I might 
add that I found practicing digits a great aid 
in developing rapid writing habits. I still 
practice when I can find the time, although 
that is not often, and | Manual 
and Gregg Reporting Short Cuts at least once 


accuracy 


anyone dictate 


review my 


a year. 
“For several weeks before assuming my 
duties as official court reporter, I practiced 


shorthand words and phrases at high speed 
every night from 7 to 12 o'clock to make sure 
that I could the continuous 
writing that reporters have to undergo. | 
have trained myself to the point where I ca: 
study for long periods of 
fatigue and can write for 
fering from writer’s cramp.” 

In regard to the qualifying test, Miss M« 
Gowan writes: “When I took the test for the 
official court position, I had t 


stand strain of 


time without brain 


hours without sui 


reporting 





Enjoying a 





leisure 
moment out 
strolling with 
the luckless 
Skippy 


v 
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Court 
House — scene of Miss 
McGowan’s labors 





Galveston County 


Vv 
demonstrate the ability to write 175 words a 
minute for five minutes and transcribe my 
notes accurately and rapidly, but the dictation 
was actually given at approximately 200. In 
practicing | have written well over 200 words 
a minute. 
“My 
knowledge of law enabled me to step into th 
reporting ranks without having to serve an 


experience in a law office and my 


under a seasoned reporter. 


that I did not 


apprenticeship 
However, the tact have actual 


experience in a district court tor two years 


made it necessary for me to take the exam- 


ination. 


First Big Case Proved to Be “Baptism 
of Fire” 

forget the first big civil case 

familiar 

new duties 


I shall not 
| reported. I had 
environment 


| arcely hecome 


vith my new and my 
when | was plunged into what the newspapers 
described as the longest civil case in point 
of time that ever tried in Galveston 
County. For weeks I labored at it 
during the daytime and dreamed about it at 


was 
several 
night. The case was appealed and I had to 
transcribe all the testimony, a big undertaking 
young reporter. Practically all of it 
dictated Saturday after- 
noons, and Sundays. 
“That case was 


ior a 


had to be nights, 


what one might term my 


‘baptism of fire.’ It is no wonder that I lost 
seven pounds in weight during the ordeal 
But I made good, and was told that my work 
was so far superior to that of the average re 
porter that there was no comparison. This 


made me feel good, because when I undertook 


the appointment, an old reporter predicted | 
last about six However, | 
have lasted almost six 

Not content to be an accomplished short 
hand reporter, Miss McGowan has also given 
much attention to perfecting her typing. “I 
made,” tells us, “a speed of 116 


would weeks 


vears!” 


have she 


GREGG WRITER 
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words a minute copying printed 
stroke in 
tensity, and I have typed at the 


matter ol average 


rate of 167 words a minute a 
speed sentence | saw Albert 
langora clip off in excess of 
200 words a minute I have 
ilways considered typing skill 
an asset, and | have striven t 


| 


excel in it as I have in my 


shorthand.” 


Miss McGowan has been a 
student all her life She is 
constantly improving her 


knowledge and preparing for 
opportunities At the 


present 


new 

time she is reviewing 
~} 7 } 

schnool ne; 


it might German 


Miss Mc wan, although con 


and Spanish 


sidered a very 
hed to rest on 


successful woman, is not satis 
her oars. She is getting ready 


for new worlds to conquer. 


General Reporting 


In addition to her official court reporting 
duties, Miss McGowan conducts, with the’aid 
of her sister a general reporting business 
which includes speeches, conventions, briefs 
depositions, ets The firm also handles grand 


jury proceedings. On her letterhead we find 


the following ‘Othcial court reporter, lawver 
notary, depositions, general reporting.” The 
firm has acquired a reputation for depend 


ability in the Southwest 


Despite a crowded program, Miss McGowar 


finds time to participate in the activities « 

organizations of her profession She is a 
member of five such associations. “I do not 
believe a woman can know too much about 
her field,” says Miss McGowan. “Organiza 


tions help to maintain and increase the pres 
tige of a pre 1] 
port 


Pression, al trv to give my 


Operation t< all 


sup 


and ct worthy move 


ments in behalf of our ideals and aim 


She Calls It “Luck” 


But. Miss McGowan confesses Luck has 
favored me i evervthing | have indertaken 
except raising dogs. I love them, vet I have 
no success with them, having lost tw fire 
Knglish bulls the past year.” However, since 


Miss McGowan is not the kind to give up 
we may some day hear of her success as a 
kennel owner. “There's alwavs something 
better ahead,” she declares, “and, if we will 
wholeheartedly and sanely prepare for it, we 
will be rewarded by having our practical 
dreams come true. They gain most who know 


how to serve best.’ 
What Mary | 


can do. Success is no respecter of persons 


McGowan has done others 
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Punctuation in a Nutshell 


By Lottie Caton Abbott 
Superintendent, Stenographic Department, Central Commercial College, Winfield, Kansas 


° | (a)—At the end of sentences. 
Period | (b)—After abbreviations. 


(a)—At the end of direct questions. 
| (b)—After each question in a series. Questions complete should begin with capitals: 
; “But where are the stocks? the bonds? the evidence of prosperity?”—*“Did 
you get a letter? Did you send it right on to Mother? And did you send the 
packages, too?” 
| cep—_Rnclooed in parentheses (7) to express uncertainty. 


Question 
Mark 


Exclamation | Cae | 
Point (a)—After interjections and exclamatory expressions. 


(a)—To introduce enumeration of articles or particulars. 
(b)—To introduce long quotations. 
| (c)——Before concrete illustrations of a general statement. 
Colon ~ (d)—After the words “following,” “in the following manner,” “thus,” “these,” “two,” 
“three,” etc. 
| (e)——After salutation of letter: “Dear Sir:"’ “Gentlemen:” 
(f)—To separate compound sentences when members are subdivided by semicolons. 


(a)—Between members of compound sentence when conjunction is not expressed. 
| (b)—Between members of compound’ sentence when conjunction is expressed and 
the parts are subdivided by commas. 


Semicolon (c)—Between coérdinate clauses joined by conjunctive adverbs such as “accord- 
ingly,” “consequently,” “however,” “nevertheless,” “otherwise,” “at least,” etc. 
(d)—Before such words as “for example,” “for instance,” “namely,” “viz.,” etc. 


| (a)—To enclose exact words of speaker or writer, or 

| (b)— Titles of books, articles, and plays. 
(c)—To enclose special words, objectionable words, slang, etc., or 
(d)—Words used aside from original meaning, or 
(e)—Technical words and Trade names. 


Quotation (f)—Quotations consisting of more than one paragraph, use quotation marks at the 
Marks beginning of each paragraph and at the end of last one. 





(g)—Quotations within quotations require single quotation marks (‘ is 
Note.—If question mark (7), exclamation point (!), colon (:), or semicolon (;) 
are inciuded in the quotation, place quotation marks after point; if not, use 
quotation marks before. Commas and periods should always be placed inside 
quotation marks, regardless of context. 


| (a)—Separate clauses joined by codrdinate conjunctions (and, but, etc.). 
(b)——-To set off non-restrictive clauses (additional thought or explanation). 

| (c)—Introductory expressiéns—adverbial, participial, infinitive—conditional or pre- 

paratory clauses introducing principal clause—any clause out of order. 
| (d)—To separate contrasted expressions. 
(e)—Before SHORT quotations. 
Comma ) (f)—Used to show important omissions. 
(g)—Used to set off parenthetical expressions, words in apposition, intermediate 
expressions, and direct address. 

(h)—To separate words or phrases used in series. 
(i)—To prevent ambiguity. 
| (i)—To separate figures—1,675,500,756. 

(a)—Abrupt change. 

(b)—To set off parenthetical expressions wherever commas would not give sufficient 
emphasis: “These written promises to pay—for indeed they are promises— 
are called promissory notes.” 

(c)—To introduce a summary of particulars. Much used in sales letters for 

emphasis. Sometimes introducing “for example,” etc. 

(d)—Used after subheads and to introduce names of person quoted: Note.— 

Dash “ “Writers that do not,” etc. “Many good things are lost by net asking for 

them.”—McKinley. 

(e)——-Used to show omission of letters and figures: Miss M— Pages 15—17. 

(f)—After series of clauses separated by semicolons and depending on final clause: 
“If we think of glory in the field; of wisdom in the cabinet; of the purest 
patriotism; of morals without stain—the august Washington presents itself 
as the personification of all these ideas.” 

(g)—Used instead of parentheses for informality. 





| (a)—To separate letters, words, or expressions having no bearing upon the thought. 
Parentheses (b)—To enclose figures following amounts expressed in words. 


Brackets | (a)—Te ery explanations made by some other than speaker. (In type, not on 
} machine.) 
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A Stenographer Since the 
Middle 80’s 


EF )R many shorthand is a stepping-stone to 
something else, but now and then we hear 
f those, other than shorthand reporters, who 
followed stenographic-secretarial work 
as a career. Miss Adelaide Benner Mulcahy, 
who died recently in New York City at the 
age of 65, is a noted example. One of the 
first women to enter business when they were 
just beginning to be tolerated, her first posi- 
tion in New York was as secretary to Walter 
Hines Page, then an editor and later Am- 
bassador to the Court of St. James. 

she joined the service of 


have 


As a young girl 
the city in July, 1889, and for more than 44 
years took dictation, typed briefs, and acted 
as secretary to seventeen corporation counsels 
City of New York’s law department 
During her career she had often taken dicta- 
tion at 200 words a minute steadily for six 


in the 


hours, according to the New York Times. 


She took dictation from a number of celebri- 
ties. She vividly remembered taking dictation 
from the late Theodore Roosevelt when he 


was police commissioner, and liked to tell how 
he strode about the floor with her following 
notebook in hand. She took di 
tation for some time from Col. Robert G. 
Ingersoll, famed orator and lawyer of a gen 
She also took dictation from 
Elihu Root, Secretary of State under Presi- 
dent Theodore Roosevelt, when he was spe- 
cial counsel to the city. 


at his heels, 


eration ago. 


Getting a Job Without 
Iexperience 


GIRL just out of high school, with dif- 
A ficulty in getting a position because she 
had no experience, appealed to the editor of 
Liberty magazine, and here, in part, is what 
he told her: 


Perhaps the story of a girl whom we will call 


will give you an 


Frances F. idea. Frances was 
the daughter of an attorney in a Western city. She 
became a violinist and toured the Middle West with 
her own orchestra Her mother died and her father 
was stricken with paralysis, and was so miscrable 


hat she gave he musical ca to be with 
im. When he ed she had only a few hundred dol 
lars. She ame t New ¥ k, expecting easily t ybtair 
a place mn a broadcasting | gran only to find there 
were thousands of other girl violinists with the same 
lea. With what money she had left she entered 
4 business school, became a trained stenographer ar 
secretary, aga nly to find that New York wa 
full of trained secretaries ind she had no exp 
ence > she was ¥ y i y Situatio 
But Frances solved problet She put an 
id vertisems« t newspa s that read as fol 
ws “*Altt gh I am an expert secretary, I will 
work tor y ne month free She had more thar 
) replies, picked the best, and after working one 
week free was given a salary of thirty dollars a week 
and was asked to stay But when her month was 
she resigned and applied to another office und 
the same terms In three months she ud work 
three important firms New York ind trot 
each had a whacking letter of recommendation Now 
he had experience the experience which you sa 


you cannot 1 therefore annot get a jol 
Within a 


get, an 
/ 


week afterward she went to work for a 
famous novelist and aywright, and when she left 
m, it was to tak n mportant position in ti 
erical force of the administration at Washington 
This little succe tory will show 1 that eve 

though one as t experience, one in get it 


We like to think that there is always a way 
out of every situation no matter how difficult it 
may appear to be. Keep up your 
wait, ind work, 


all right in the end. 


courage, 


watch and you'll come 


out 


Oh, My! 432,000,000 
Words! 


_” the Kditor 
On page 306, lebruary ssue, under 


“Sundry Jottings,” | read with i 


paragraph stating that Miss Anna Manning had 


terest tive 


written 60,000,000 words in ten years in report 
ing court cases. In the Sacrament Sec, Janu 
ary 17, 1934, appeared an item bearing on the 


same subject. I quote the following 

“Four hundred and thirty-two million! That 
is the estimate of words of dictation, as it 
stands today, taken in shorthand by Duncan 
C. McCallum during his forty years of serv- 
ice as court reporter in Glenn, Butte, Yuba, 


McCallum, who is the 
reporters in section as tar 
as is known well-known in all parts 
of Superior California. McCallum bases 
his estimate of 432,000,000 words upon 7,200 


days of actual work over the 


and Sutter Counties. 


dean of court 


this 


, 
nere, 1S 


forty year pc- 
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riod at 60,000 words per day. The multiplica- 
tion of 60,000 by 7,200 gives the 432,000,000, 

An average length novel bet ween 
75,000 and 80,000 words, slightly more than 
the total of words McCallum is in the habit of 


contains 


receiving by dictation in a working day. ‘One 


hundred per cent accuracy is demanded of a 


court reporter,” McCallum says in describing 
his duties. Illiterate persons and high school 
students are him as the most dif- 


ficult witnesses to comprehend and set their 


classe d by 


conversation down in shorthand, because their 
testimony includes corruptions of normal Eng- 
lish and words which 
are not included in the shorthand system.” 

note the 


contractions ot many 


I was particularly interested to 


comparison of yearly averages of words taken. 


Miss Manning has written some 6,000,000 
words a vear, Mr. McCallum — 10,800,000 
words a yea! Cecil Coughlin, Official Short- 


hand Reporter, Superior Court, Auburn, Calif 


**The Infallible Man” 


T ) the Editor 
Under the heading 


as ‘The Infallible Man,’ ” 
the shorthand 
ment in a recent 


“The Court Reporter 
Bert L. Trimble pays 
high compli 
of the Literary Digest, 
is the following extracts will show: 


reporter a very 


issue 


Lives and liberties of citizens, thousands of dol- 
irs in pt involved in litigation, 
with the decision of the 


upon the accurate execution of a small hook, curve, 


yperty are frequently 


ultimate issues dependent 


or circle. At times these shorthand characters are 
written under great stress; in the courtroom, for 
example, the judge, one or more lawyers, and the 


Then it is that 


court reporter is 


witness may talk at the same time 


The Silent Man—as the some 


times called in legal circles—must exercise almost 
superhuman skill, ingenuity, and 
discretion Just where to abar 


don the remarks of one speaker 


ind report the language of an 


other, under suc! ircumstances, 
is a real problem 

It is not an impossible tas 
for the experien l shorthand 


reporter to report tor a very 


language 


short period of time the 
of two simultaneous speakers 
This can be accomplished only 


as, if, and whet such speakers 


stop talking almost immediately 
ifter they have begun. The re 
sorter, more less subconsciously, follows one 
speaker until he has finished, at the same time 
carrying in mind what the ther man is saying; 
then, by “doubling back,” he can pick up what the 


other man has said such portions of it as he may 


be able to remember 
An article 


credits the average 


“New Standard Encyclopedia” 
trained shorthand writer with the 


in the 
ability to execute between 400 and 500 motions per 
minute. Many comparison are 
urged by shorthand reporters in connection with the 
skill requisite to ver! some take the 
position that it is that required of 
surgeons in performing major operations. . 


varying standards of 


I 
atim reporting; 
tantamount to 
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Are you a regular reader of 
the Reporter's department ap- 
pearing in each issue of our any 
magazine? It is conducted for 
the benefit of those already 
reporting and writers desirous 
of entering this alluring field. 
—The Editor. 
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Remarkable confidence is often displayed in the 
skill and ability of the average court reporter. This 
is particularly true in regard to hearing. It fre 
juently happens that the presiding judge or one of 


the lawyers will call upon the reporter to read from 
his notes a question r an answer which no one 
else in the courtroom makes any pretense of having 


understood 


“The Infallible Man” is n expression seldom ap 
plied, unless facetiously, to a ndividual The av 
erage baseball fan wh sely watches the err 
column as affecting his favorite player will perhaps 
find it hard to believe that any human being is re 
garded as incapable of err: But it is almost a mat 


ter of tradition among court reporters that insofar 
heir 


us t daily work is concern they are practically 
free from error Decisions of appellate courts uni 
formly hold that, ir ases of dispute in regard to 
testimony, the official court reporter's shorthand 

wtes shall govern. The reporter himself seldom 


misses an opportunity to foster the belief concerning 
his infallibility; and, in legal 
support concerning it has 
the expression of Mr. Blackstone, “since time where 
of the memory of man runneth not to the contrary.” 
When reporting extremely difficult testimony, per- 
aps of a highly technical nature, the reporter 
be asked by counsel if he got it Very 
the reply will be: “I got more than you will be able 
The reporter's 
teresting possibilities. Just so long as he can 

shorthand more of the than 

remember, who can say that he is not infallible? 


circles, almost uni 


versal prevailed, to use 


} may 


frequently 


to remember.” answer suggests in- 


write 
testimony anyone 

Judging from the problems he must face, 
and considering how efficiently he performs 
his work, the shorthand reporter may be said 
to play a very important part in the processes 


of justice.—Edward Grace, Allston, Mass 


What’s Your Work of Art? 


Ss MRTHAND? Typing? Letter writ- 
ing? Accounting? Salesmanship? Well, 
whatever it is, we wish you all success in it 
After reading the current best seller 

“Work of Art,” by Sin 

clair Lewis, a stenographer 
wrote the publishers: “I do 
not think that I contribute 
great creative 
I do bring a 
fresh interest every day and 


service to 
humanity, but 


a genuine liking for business 
which enable me to do my 
job well. Now there are jobs 
which to my mind are 
the speed and clever- 
ness of my hairdresser, the spell-binding demon 
strator of the new line of beauty preparations 
which I can never resist. But these people are 
just doing their day’s work, and it probably 
seems no more artistic to them than does my 
own small work of art to me.” 


artist 


Get the romance that is in your job. Make 
it a work of art. Looking upon your job 
in this light, you will be surprised how much 
more interesting it becomes. Your work well 
done is your little work of art 
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And yet they must be true, 
We Saw Them in the Papers! 
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Principal Cities of the United States 


(75,000 population or over) 


rei Akron, Ohic iy « ; Houston, Tex a e Providence, R. 1 


, A 
Gia Albany, N.Y a’ y Huntington, W. Va _ A Reading, Pa. 
GA P 
© s (A 4 wn. Pa _ ] anapolis, Ind ~ P Richmond, Va 
“or A na, Pa ' a : Jack ville, Fla 7 Rochester, N.Y 
S Ga i Je City, NJ < Rockford, I 
A A 
0 r Md -}; Kansas ( Ka Q Sacramento, Calif 
A y ; -NI 3 * Kansas City, M 2 -™ , Saginaw, Mich 
_ p< Berkeley, Calif ‘ Knoxville, Tenn 9 Saiat Joseph, Mo 
_ , r » Mich . 
a ‘ Binghamton, N. Y z eM y _— Saint Louis, Mo 
“7 
or é Law Ma 
¢ B.rmingham, Ala . 7 7 Saint Paul, Mina 
y . I Net 
H Ml - ; alt Lake ¢ 
= { 
~~ l Rock, Ark 
( I y ( — San Antor Tex 
y 
rf Long B Calit 
C Buf ’ <— Sar Dieg Calf 
\ — 
ie + - l Ange Calif 
, 4 < da San Francisco, Ca 
, < 
¢ . I Ky ; 
; “an | f ] Sa ah, Ga 
ati <— Lowell, Mass 
. P Cas Or —>v S ectady, N.Y 
, 4 Lynn, Mass , 
— 2 Charlotte, N. ¢ , - ‘ Scranton, Pa 
, Manchester, N. H 
i , Chattanooga, Tenn 7 a , Seattle, Wash 
Memphis, Tenn 
“* Chicago, I F y Shreveport, La 
—_ Miami, Fla 
2 Cincinnat:, Ohio é a « , Sioux City, lowa 
e a Milwaukee, Wis 
\ f Cleveland, OF A ay < Somerville, Mass 
Minneapolis, M 
, " Columbus, Ohio & South Bend, Ind 
Nashville, Tenn 
Q é 
A Dallas, Tex ( ¢ 4 Springfield, Mass 
- ° Newark, NJ , 
A 
Dayton, Ome +> 7 Spokane, Wash 
- y New Beditord, Mass 
Deaver, Colo Vs ° < 7 ° Syracuse, N. Y. 
- J . New Haven, Conn 
= “ ’ . 
° oN : a c 7 Tac Ww 
( , Des Moines, lowa c = , — . acoma ash 
- , Detroit, Mich nes New York, N.Y Tampa, Fla 
c > : , ‘ aS ed 
e C Ei Paso, Tex “a bas Niagara Falls, N.Y I , Ohio 
' : ) = 
q f+ Elizabeth, N. J a: ‘ Norfolk. Va 7 Trenton, N. J 
( : : y oe 
Piaf ( Erie, Ps : 2 S Oakland. Calif t < C Tulsa, Okke 
Pad , , , 
P 4 . Evansville, Ind ,; os. © Oklahoma City, Okla 4 . Utica, N.Y 
KS Fall River, Mass —— a Omaha. Nebr ; Washington, D.C 
4 , ( 
< : d Flat, Mich h 4 ~ Pasadena, Calif f Waterbury, Conn 
Ke : gs 
A — Fort Wayne, Ind “~< A Paterson, N. J y Wichita, Kans 
y A Fort Worth, Tex iw? 2 Pawtucket, R. I . » 4 Wilkes-Barre, Pa 
, ( £ 
Ys ~— Gary, Ind 4 gp ¢ Peoria, Ill ~ Wilmington, Del 
a“ ) , 
a > Grand Rapids, Mich < © f Philadelphia, Pa >” 4 Worcester, Mass 
- ? P 
Qe iS Harrisburg, Pa i € Pictsburgh, Pa Yonkers, N.Y 
opr Hartford, Coan (wn ~ Portland, Oregor eo ¢ Youngstown, Ohio 
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| re t I it the moment otf a 
tuat that arose back in October 
YIY, w e | te New 
y kK Lift i > < ipprox! 
i / yx ( tie mava es to 
foun t ewsstands at that time were pub 
she ' was a st s affa 
t the Lat Digest, with amazing 
enuity, coped with the situation by displacing 
t t etter w a typist, and on October 
Ix hat year the magazine came out 
sua i I i ( p lu { i typ 
\ tten ssue ! 
[It was the st time anything of the kind 
had been don Hlow it was accomplished is 


Living y 


about it in the 


Test this onth—just to seé w well you 

1,1 ‘ 1...1 
vould pa merec were you Calied 
| » typ 1) t i] I mater il | 


There's “Art” to Good Typing 


Speed and 


essential to the suc 
rk in the 
ve coupled with an 


You 


beautiful piece 


a uracy are 
cesstul performance of your wi busi- 
. , , 


ness othce, Dut this must 


appreciation of the art of typewriting. 


ur typewriting a 
of work that will command the admiration 


of everyone who looks upon it, if you will 
Good paper, good ribbon, skill in the opera 
thiol f the machine, and an appreciation | 
ts artisti possibilities—the will make a 
skilled typist of you! 

We ave watched, entirely fascinated, th 
ex pe yperator handle a typewriter at tl 
business show ind in hees where the highest 
degree of accuracy and speed are required. 


posture 
it the ma with 
the regular beat of a smart West Point parade 

click, click, click, click Iree 


rot niurt +} 
ith spu S t 


Always there is that confident, alert 
hine, perfect stroking rhythm, 
from any er- 


? the 


subsequent lull 


speed w 


© DEPARTMENT 


Conducted by FLORENCE ELAINE ULRICH 
270 Madison Avenue, New York 


CREDENTIALS ; 
4 
A 


that time as a Senior O. A. T. 









le 






as less practiced fingers fumble for elusive 
keys ! Lhe expert typist 1s thoroughly ac 
unted Ww every part ol his machine, and 
th th an irity co lence is bor and 
eicn y peration 


V achine Has Vore Than Keys! 


Y our 


ihe protessional typist knows that the “la 
saving’ devices on his typewriter are in 
ended { use, aml that they do just what 

ey were put on the machine to do—save 
time in operatior He. theref re, deftly sets 
his marginal stops immediatelv after he in 
serts the paper and has “gauged the space” 


required tor the transcri notes in 


| 


é - 
ms DOOK rit aoes not waste unnecessary 
time in feed t paper into the machine 
Neither does he snatch a few extra seconds 


operations 


expert] s just as important as stroking the 
keys All tribute to the development I 
speed 


Real Speed Requires Rhythm 
‘Rhythm in typing means the 

f the stroke which away with spas 

modic operation,” Miss Adelaide Hakes, au 

tells us 

ticking 

mantel 


even timing 


does 


thor of “Typewriting Speed Studies,” 
Have you ever paused to listen to the 
r watch, or the clock on the 
shelf? How slowly it ticks, and yet it 
strokes to the minute! You car 
that, 
much 


rt your 
is tap 
ping sixty 
faster than 


’ 
tap the keys five times you 


say? Certainly, and just as ease 


if you acquire the same even spacing of strokes 
(in point of time)—in other words, rhythm 


words a min 


ind you will be averaging sixty 
ute ! 

Ever rite 1 have vdvanced beyond the 
exercise” stage in your typing, it is well to 
go back to it occasional! particularly to 


rhythm 


pra tice the frequent combinations for 
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and speed. The more of these combinations 
you learn to write automatically, rapidly and 
accurately, the easier will typing speed be 
come. Practicing these drills for speed is 
just as important as they were to you as 


a beginner, when you were learning to locate 


the position of the keys. Jncrease your tyf 
ing speed always with accuracy—do not forget 
that last, because it is very important 


Speed Waits on Accuracy 


And that leads me to say this, do not erase! 
Now, I am perfectly aware of the value oi 
a neat erasure and the practicability of it in 
the business ofhce, but do not forget that in 
some offices you may be called upon to write 
a very long, technical paper without enjoying 
recourse to an eraser! I know a prominent 
lawyer in Chicago who will not permit any 
erasing on his legal documents. “I want a 
girl that can type accurately, and then there 
won't be any question arising of the legality 
of the paper because of an erasure.” 

Typographical errors are the result of either 
faulty technique, or a “vagabond” mind—more 
often the latter. You cannot have your atten 
tion divided with something else, while you 
are typing, and expect not to make an error 
You must hold your mind closely to what 
you are doing and concentrate upon it and 
nothing else until it is finished. Do not worry 
about whether or not you will pass your typ- 
ing test next week or next month; likewise, 
in the office do not fret about whether or 
not you can get out those fifty or seventy-five 
letters before five o'clock. If you organize 
your time and effort in efficient performance 
of the work, you will know that you have 
done your best whether or not you get it 
done, and no one is likely to chastise you for 
that. 


Banish That Eraser! 


“IT am not unreasonable in my demands,” 
one business man said to us recently, “and 
if the girl honestly cannot finish all the work 
I give her to do for the day, why, she can 
do it the day following, but I do not want 
her sitting at her machine fumbling with 
keys, tearing out sheet after sheet of paper 
with a few lines written on it—wasting both 
time and stationery.” This is the attitude of 
most employers. Erasing takes time. It does 
no good while you are in school, because it 
does not correct your technique of typing, 
which is the important part of your training, 
and it deprives you of valuable practice time 
while you are at the machine 

And while we are on the subject of erasing, 
let us add that no erasures are allowed on 
the O. A. T. Tests. You are expected to be 
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able to type accurately and artistically to win 


that award 
Let Neatness Crown Your Efforts 


Neatness in the preparation of a piece ot 
typewriting is most important from a practi 
cal, or office standpoint. Your employer may 
not know anything about the typewriter him 
self, but he will judge your knowledge of it 
by observing your performance and time at 
the machine, and more especially by the speci 
men of work which you present to him. Ii 


it is smudgy, has broken or uneven margins. 


strikeovers, blurred letters due to dirty type, 


ribbon, if the copy 


| 


taint writing of a poo 
looks as if you had the jitters while writing 
it with the light and dark letters of an uneven 
touch—well, if he knows anything about good 
tvpewriting, he'll know that you don't 


Have You Qualified for 
the OQ. A. T.? 


O YOU have the Junior and Senior Cer 
D tificate in the Order of Artistic Typists, 
and the Competent Typist certificates at 30 
words, 40 words, and 50 words a minute? A 
gold pin will be given to you when you have 
increased your typing speed to 60 words! 

If you have not yet qualified, try the tests 
for which you are eligible this month. You 
will find the material and instructions on page 
425 and 426. 


The Final Certificate 
Is Waiting for You, Too! 


TF HE beautiful Certificate of Attainment 
shown on page 424 is given to students 
obtaining all of the certificates for the Achieve 
ment Record Album. The Certificate is large 
(9 x 14%) and suitable for framing. If 
you have secured all of the certificates in 
shorthand, typewriting, and transcription, and 
your credentials album is now complete, you 
are eligible for this honorary certificate. 
Application for the Certificate of Attainment 
must be made for you by your teacher, accom 
panied by a special affidavit certifying to 
your accomplishment. Ask her about it. 
Strive, through the necessary extra effort 
in your study, to be among the distinguished 
group of students who will receive this hon 
orary recognition of scholarship this year 
The Certificate of Attainment is a worthy 
objective, and one of which you will have 
reason to be very proud 
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ALL ABOUT PRINTING A LA TYPEWRITER 
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How the “Literary Digest” Did It 


Facsimile of page 44 of the November 15 number issued during the printers’ strike 
in New York City in 1919 
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April Test Material 


[All clubs of test papers should be accompanied by a typewritten list of + edit hecking and insure 


fi cit 
; 


a ‘racy wm making out certificates April 


O. G. A. Writing Test 


This is a test of your ability to write shorthand 
smoothly, fluently, and correctly. It can be written by 
any student who has completed the first eight chapters 
of the Manual. Before submitting it for the Certificate 
of Membership in the Order of Gregg Artists, practice 
the test as often as you like, comparing your notes 
with the plate on page 430 until you have produced a 
copy in your best writing style. Ask your teacher to 
criticize your notes as you practice this excerpt from 

Letters from Famous People.” 


Remember that your judgment is more im- 
portant than your information. If you smother 
it in information it wilk be ruined. That is 
an advantage of manual training, use of tools 
They demand primitive juds 
largely developed in tl 


on real things. 
nent Men were 


past by using tools and thinking as they used 
them. Use your hands and tools all that you 
can. Never ride if you have time to walk. Play 


all that you can. Muscles hold up your nerves 
and the nerves hold up your mind 
I have nearly talked you to death, but one 
point more. No teacher can educate you. You 
lo it by your own mental effort. The teacher 
can guide and encourage you, but you must 
' 


dlo the work. 


, Meds 
Junior Test 


Anyone studying typewriting in school or by himself 
may try this plain copy test. The object is to display 
your skill at the keyboard—the evenness of touch and 
accuracy of writing will tell the story for you. Practice 
until you are satisfied that you have set up this copy 
in your most attractive style—margins even, and touch 
uniform. Make up your own letterhead, with the 
name and address of some well-known dry goods store 
in your community, and arrange the following letter 
in single-space style, so as to carry the message at a 
glance. Our original letter contained 25 lines (not 
counting date and salutation and close), the names of 
the two silks being cleverly centered on separate lines 
and the description of each blocked below, instead of 
being run into the rest of the paragraph. You may be 
able to devise an even better way to display the copy. 


Dear Madam: Due to the fashion impor- 
tance of silk prints this year we have col- 
laborated with two well-known silk manufac- 
turers, Cheney Brothers and Mallinson, and 
are able to offer you a marvelous selection of 
beautiful Cheney Printed Silks in exclusive 
colors and designs at the amazingly low price 
of $2.00 a yard. 

These are pure dye silks, 39” wide, made 
exclusively for us by this famous house. They 
are soft, luscious textures in gay blossomy 
patterns of the most intriguing color combina- 
tions imaginable. We are enclosing a few 
samples just to show you the beauty of these 
silks. 

Another silk that will delight you is Mallin- 
son’s Aqua Lyn 39” wide $2.00 a yard. 


g I is mer er nf wa j ; 


It has a weave interest and surface charm 
that is irresistibl It is washable, too, and its 
linen-like texture combined with the cool, cleat 
colors such as petal pink, maize, faience blue, 
ipor green, copen will suggest many charm- 
ing costumes, dresses and suits, ideal for spring 
We advise an early selection because thes« 
fabrics are so attractive and unusual at this 


price. n order blank and return envelope 
are enclosed for your convenience We will 
gladly mail additional samples to vou or y 
friends. Y very truly, 

Senior Test 


Instead of the usual plain copy and tabulation tests 
we are giving you this month two pages describing the 
typewritten” edition of the Literary Digest that ap- 
peared during the strike in 1919. Supply the proper 
capitalization, punctuation, and paragraphing. And 
see if you can make your specimen good enough to 
print.”’ 


ike ot! 
what 


We had our choice during the str 
suspending publication or assembling 
looked like a practical process and printing 
na new basis said William S Woods man 
aging editor of the Funk & Wagnalls peri 
xlical we decided to experiment and th 
finished product though susceptible of im 
provement serves its purpose and opens a new 
field of experimental research in newspaper 
and periodical publishing The process is quite 
as simple as it looks editorial matter is pr: 
pared in the customary way and turned 
to a stenographer the stenographer types off 
the article and it is returned to the editor for 
a reading that by the way is the final proof 
reading necessary for the rest is done by 
camera and photography cannot misspell After 
the typed matter comes back to the editor a 
page is planned including the art this is taken 
to the art room where the typewritten copy 
and the cartoons or photographs are pasted 
upon thick paper in the form of a page that 
pasted matter is photographed and reduced o1 
a zinc etching to the size of the literary digest 
page from the zinc etching plates are mack 
and the magazine published by the usual print 
process while in the act of springing a revolu- 
tion of sorts it might be imagined there was 
no end of bustle and flurry in the editorial 
rooms of the literary digest such was not the 
case there was a dead calm with none of the 
brisk winds that ordinarily issue from various 
desks in an average editorial room supposing 
the stenographer makes an error was asked 
here is how we doctor it said the book re 
viewer in his hand he carried a sample type 
written page upon which the stenographer had 
originally made an error correction did not 
involve the resetting of the entire page instead 


appeare d was re- 


Overt 


the line in which the error 
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April Competent Typist Test 
Use double spacing in typing this test 


Sy cath totet to Gul eat maa aan, heh NE seo telhomied lo a.talier Wika and ap enmapengine 
figure to facilitate counting the gross number of strokes written.) 

I went to Mexico to give my mind a little relaxation. It had 
been buffeting the metallic realities of mechanical civilization for 
years, and was becoming blunted. It got no rest in Mexico, but it 
did’ receive change and ventilation. It was not rested for two 
reasons: altitude and cross-referencing. 

Mexico has been described as one great mountain rising from 
the sea, with the best life for man’ found about halfway up, at six 
thousand feet. The capital—that confusing compote of Seville, 
Paris, and Indianapolis—stands beside its receding lakes on a broad 
plateau at 7300 feet. The days are hot,’ the nights are cold, and the 
thin fine air puts no roving intellect to sleep. Meanwhile in moun- 
tain villages, the sharp, clean contrasts of the handicraft way of 
life with the intense specialization’ of the machine age, are 
numerous and exciting. To a wayfaring economist with a specu- 
lative turn of mind, Mexico throws a penetrating side-light upon 
the ways and means by which men and women provide’ themselves 
with food, shelter, clothing, art and entertainment in lands north 
and east of the Rio Grande. 

Mexico has been called also the treasure house of the world. On 
the map it looks like a° cornucopia, and the simile has been held 
most apt. It is true that without the gold and silver of Mexico we 
might have had no machine age at all, fostering as they did trade, 
invention, the growth of’ science in Europe, as well as glittering 
courts and wanton luxury. But the gold has run thin, while the 
stores of other valuable metals, though vast, are difficult to move 
across the shattering passes* and deep barrancas of a country that is 
one great mountain. Topography is the despair of railroad and 
mining engineers. To me the wealth of Mexico lies more in her 
way of life than in her mines, oil’ wells, and plantations. When the 
machine falters—as it does today in profound economic depression 
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—one turns inevitably to the contemplation of other methods of 
getting the world’s work done. O/i'° all surviving laboratories of 
handicraft culture, none is more stimulating, colorful and myster- 
ious than that perched upon the raw crags of Mexico. 

There are really four kinds of living in Mexico: the" cities, the 
hacienda villages, the free villages, the unconquered tribal villages. 
The cities have motor cars, electric light, cinemas, and Arrow 
collars. (2358 strokes)—From “Mexico, A Study of Two Amer 
icas,” by Stuart Chase and Marian Tyler. 


[Repe from the beginning until end of the ten-minute test per j 


oC°0 


QO. A. IT. Typing Test 





Concluded from page 425 
tvped by the amanuensis and was then super digest of the current issue comprises eighty 
mposed by the process of pinning upon the pages it was not even necessary to hire extra 
erroneous line in photographing the page the stenographers a half dozen of them com 
correction melted into the picture in such a_ pleting the work a great many of the pages 
way as to reproduce without blemish indeed were devoted to advertising which was pub 
n the majority of the pages of the issue that lished in the usual way from plates delivered 
ilready has been printed there were typing by the advertising agencies it is the claim of 
corrections made yet the camera corrects so one typewriter company that it can develop a 
smoothly that no eye can detect it while mr machine with the size and kind of type now 
woods estimated that the cost was approx! used in advertising which by the same process 
mately the same as that of regulation printing would eliminate the necessity of constructing 
the head of the literary digest art department ads by machine and hand thus it would be 
rated the cost of the photographed page $7 possible to prepare a complete magazine with 
as against $10 or $12 for the printed page the the assistance of neither hand- nor machine 
shift to the new formula was accomplished set type an example of which the current issu 
with the utmost ease although the literary { the literary digest offers only editorially 
oO? 
O. A.'T Prize Award 
( i nama | - . 
ed ’ ” rize d vy ar S 
Fountain Pen Gladys Emerson, Gregg Col Rita Paul, St. Mary’s Acad- Elizabeth Wi It te of 
e. 7 mit Canada emy. Dover, New Hamp«chire Notre Dame, Baltir ' 
Helen Pigott, Seton Hig Mavis Bero, High Scho Maryland 
rmor zabeth T. Michel, 8t 
Sehox Cincinnati. Obi . . Burlington, Vermont I t T 
Tiela Eiaeon Sita Gebes Silver Pin Margaret Robinson, Senior Elizabeth's School, Balt 
Brooking South Dakot High School, Maplewood more, Maryland 
Hla | (ioetz, St. Joseph Hict Missourt Ruth Hudepohl, Regina H 
School, Wapakoneta, Ohio Leland Smith Harter-S School, Norwood, Ohio 
Gold Pin Ida Zab High School ford Township Hich & Vera Bertola, Memorial Hict 
Doylestown, Pennsylvania Flora Ti line School, West New York 
Helen Weigle, High School Dorothy L. Lareeque, St Gladys Weiss. Alvernia H New Jersey 
Mechanicsburg, Pennsyl Mary’s Commercial School School, Chicago. Ilir Edward Paluch, St. Joseph 
vania Salem, Massachusetts Molly Johnson, High Scho School, Fremont, Ohi 
Gertrude Bell, Harter-Stan Norton J. Rosan, Illinots Longview, Texas Alton Houre, High & 
ford Township High School, State Normal University Dorothea Marschang. Central Tohnstown, New York 
Flora, Illinois Normal, Illinois Catholic High School, Alle Car Moyer, High Sect 
Mary Burns, Crawford Com Mary Agnes Trainer, St towt Penr Ivar ‘ Pennsyly : 
munity School, Arma Elizabeth’s Commercial I Sneed, High Schor 
Kansas Philadelphia, Pennsylvania . Cleveland, Oklahoma 
Wilma Christensen, Township Robert Rohr, Community Hix! Bronze Pin Mary FE. Garvick, St. Josep 
High School, Savanna School, West Chicago, Academy, MecSherrystowr 
Tilinois Illinois Samuel F. Phil nd Eme Pennsylvania 
Joseph Laccetti, Hich Scho Mary Koch. St. Peter's Con ine Ske " High Scho Rett Tavi Union Hig! 


Hudson. New York ne Newark, New Jerseys Cambridge. Maryland So hee | ts, California 
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Madelon Codo, Walter Butter 
field, Zellio Malosti, Lyden 
Tisler, and Margaret Bolat 
to, Marseilles High School, 


Marseilles, Illinois 

Eleanor Fawkes, Junior Col 
lege, Pasadena, California 

Bertha Diesen and Ada Har 
loff, Evanston Township 
High School, Evanston, 
Lilinois 

Madeleine E. James, St 
Joseph Commercial, Ben 


Vermont 
Washington 
Massillon, 


nington, 
Ruth Bailey, 
High School, 
Ohio 
Dorothea Ilan, High School, 
Luverne, Minnesota 


Helen Nelson, High School, 
Campbeliton, New Bruns- 
wick, Canada 


Mildred Brickey, High School, 
Appalachia, Virginia 


Helen Musa Kent, Lllinols 
State Normal University, 
Normal, Illinois 

Violet Hill, Lead High 
School, Lead, South 
Dakota 

Joe Derenak, Senior Higt 
School, Johnstown, Penn- 
sylvania 

Olive Doucette, High School, 
St. Agatha, Maine 

Anne Winslow, High School 
Big Stone Gap, Virginia 


O. G. A. Club & Prize Aw 


Fountain Pen 


Helen Kdgar, William ler 
Senior High School, Yor 
Pennsylvania 

Gertrude Wagner, High 


School, Owatonna, Minnesota 
Frances Calvert, High 
Huron, South Dakota 
Helen Duroska, High 
Linden, New Jersey 
Marie Gast, Fresno Technical 
High School & Junior Col 
lege, Fresno, California 
Margaret Broad, Beacom Co 
Wilmington, Delaware 
Dorothy Notary, High School, 
White Plains, New York 
Edna Robbe and Elsie 
Seton High School, Cincir 
Ohio 


schoo 


School, 


n 
sLUSZ 


nati, 


Pearl Pin 
‘ Blain, High School 
New Mex 
Washington 
High Salina, Kansas 
Faye Jensen, Humboldt High 
School, St. Paul, Minnesota 
Velma Gommerman, Messmer 
High School, Milwaukee 
Wisconsin 


irginia 
A Ibuquerque, 
Harris, 
School 


Jeanan 


Emerald Pin 


Shirley Crute, Kansas ( 
College of Commerce, 
sas City, Missouri 

Loucetta Egy, High 
Newton, Kansas 
Field, Heald Col 

San Jose, California 


Ka 
School 


Beatrice 
lege, 
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Mary Hersey, Township High 
School, Savanna, Illinois 
Francese Miller, High School, 
Amherst, Massachusetts 


Darlene Milhoan, High 
School, Green City, Mis 
souri 

Ruth Rosenfield, Pacific Audit 


School of Business, San 
Francisco, California 


Marion Mitchell, Gregg Col- 
lege, Toronto, Ontario, 
Canada 

Elinor Rolfe, Kents Hill 
School, Kents Hill, Maine 

Juanita Knowles, High 
School, Stockport, Iowa 

Berniece Shipman, Union 


High School, 
Indiana 

Wilma Betts, High School, 
Barnesville, Ohlo 

Marie Pufal, St. Ann's School, 
Buffalo, New York 

Charles Gerlach, College of 
Commerce, Kenosha, Wis 
consin 

Muriel 


Digger, 


Balargeon, St 
Michael's High School, 
Brattleboro, Vermont 

Albert Mack, St. Mary's 
High School, Sandusky, 
Ohio 

Leonard Peterson, High 
School, Plattsmouth, 
Nebraska 

Anna Krachey, High School, 
Prairie du Chien, Wisconsin 


Acnes Nolan, Haverford Towr 
hip High School, Upper 
Darby, Pennsylvania 

Jess Davis, Township High 
School, Savanna, Illinois 

Madrine Brooksbank, Craw 
ford Community High 
School, Arma, Kansas 

Evalyn Lueder High Schoo 
Pipestone, Minnesota 


Gold Pin 


Woodbury 
Angeles 


Ralph Flanders, 
College, Los 
California 

Pauline Beck, High School 
Decatur, Illinois 

Pearl Finkelstein, 
High School, Los 
California 

Maxine Adams, High School 
Houlton, Maine 

Janet Crangle, Vocational 
School, Racine, Wisconsin 

Dorothy Magill, Manual 
Training High School, 
Peoria, Illinois 

Edith Hunter, High School, 
Albuquerque, New Mexico 

Isobel Heaton, Indiana State 
Teachers’ College, Terre 
Haute, Indiana 

Dorothy Bockelman, 
Bryant & Stratton 
Baltimore, Maryland 

Ruth Shindo, High School, 
El Paso, Texas 

Bernadine Hutton, St. Mar- 
tin School, Chicago, Illinois 

Dorothy Verchio, Sweetwater 
Union High School, Na 
tional City, California 


Roosevelt 
Angeles 


Strayer 
College 


John Tweddale, Township High 
School, Washburn, Illinols 

Mary Bahr, St. Mary's of 
the Mount, Helena, Mon 
tana 

Mary Gormalley, St. Mary's 
Commercial School, Salem, 
Massachusetts 

Ruth Pelger, Alvernia High 
School, Chicago, Illinois 

Mamie Jensen, Kamehameha 
School, Honolulu, Hawaii 

Lloyd Philion, Lafayette High 
School, Red Lake Falls, 
Minnesota 

Warren Fleischer, High 
School, Pomona, California 

Mary McCann, Immaculate 
Conception School, Bronx, 
New York 

Marjorie Jane Cleaver, Frank 
lin High School, Felicity 
Ohle 

Esther Stoner, A. W. Johnston 
School of Business, Billings, 
Montana 

Vivian Talbot and Russell 
Irwin, Senior High School 
Maplewood, Missouri 

Josephine Hoyer, Messmer 
High School, Milwaukee 
Wisconsin 


Leota Underhill and Clara 
Betts, Kansas City College 
of Commerce, Kansas City 
Missouri 

Helene Nicholson. High 
School, Mason City, Iowa 


Eugene Osmanski, Messen 
High School, Milwauke« 
Wisconsin 

Peggy Miles and Wallace Lai 
Roosevelt High School 
Honolulu, T. H. 

Dorothy Lawrence, High 
School, Spencer, Iowa 

Alyce Kraglund, Township 
High School, Dwight, 
Illinois 


Martha Jarvis, Cherokee 


County Community High 
School, Columbus, Kansas 
Anna Marie Nosback, Senior 
High School, Ames, Iowa 
Marian Neidhard, Seton High 
School, Cincinnati, Ohio 
Marguerite Sharp, High 
School, Lansdowne, Penn 
yivania 
Ruth Brennan, High School, 


Great Falls, Montana 


Silver Pin 


Betty Cumberledge, Cleveland 
High School, Cranford, New 
Jersey 

Margarette Leong, Union 
High School, Hanford 
California 

Robert Mann, Manor Town 
ship High School, Millers 
ville, Pennsylvania 

Frances Tullis, High Schoo 
Villa Grove, Illinois 

Mary Erickson, Public High 
School, Madison, Minnesota 

Marie Weber, Union High 
School, Lodi, California 

Alice J. Overby, High School, 
Kenyon, Minnesota 


April, 1934 


Priscilla Lane, High School 
Canoga Park, California 

Marian Winder, St. Mary 
School, Urbana, Ohio 

Gladys Dorsey, High School 
Fort Fairfield, Maine 

Anna Kenney, St. Margaret's 
School, Columbia Road, 





Dorchester. Massachusett 
Mertie Jahnke, College of 
Commerce, University of 
Iowa, Iowa City, Iowa 
Charlotte Schenck, St. Pau 
of the Cross School, Jerse 

City, New Jersey 


Ruth Pondrom, Senior High 


School, Beaumont, Texas 
Bud Domm, Anna Mae Abra 
ham and Vernon Andersor 
Township High School, 
Seneca, Illinols 
Marian Rebhan, St. Benedict 
School, Covington, Ken 


tucky 


Teachers’ Pin 


Sister M. Chrysostom, Im 
maculate Conception 
Academy, Charles City 
lowa 

Sister M. Lorenzo, Loretto 
High School, Chicago, 
Tilinols 


Mrs. R. T. MeDanie!l, Voca 
tional School, Fort Meyers 
Florida 


ards 


Naomi Havick, High School 
Harlan, lowa 

Frances Harmor Union Hig 
School, Orange. California 

Clara Selby, Smithdeal-Ma 

Business College. Ric 

mond, Virginia 

Irene E. Blum, St. Alphor 
High School, St. Loui 
Missouri 

Mariorie L. Lahti, High 
School, Lead, South Dakwta 

Byron Miller, High School, 
Laramie, Wyoming 

teverly Wright, Northeastern 


Business College, Portland 
Maine 


Phyllis Bohne, High Schoo 
Willmar, Minnesota 

Nancy Levane, St. James 
School, Newark, New Jersey 

Allene Arnett, High Schoo! 
Lewiston, Illinois 

Villars Krautkremer, St 


Margaret’ 


neapolis, 


Academy, Mir 
Minnesota 


Ella Houle, High School 
White Bear, Minnesota 
Alyee King, Powell Schoo! of 
Busines Scranton, Penn 

yivania 
Irene Sokolowski. Powell 
School of Business, Sera 


ton, Pennsylvania 

Irene Zeman, Nazareth 
Academy, La Grange, 
Illinois 

Clara Wilson, St. Mary High 
School, Cincinnati, Ohio 

Virginia L. Pardee, Wood 
bury College, Los Angeles, 
California 


Woo Tsoo Ming, Shanghai 
Shorthand School, Shanghal, 
China 
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(Continucd on page 
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Another Lumber Letter 


Typical Letter on The Lumber Industry, from the manuscript by F. N. Haroun, prepared for 
the “Gregg Vocational Dictation” series 
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(Continued from page 4 
Regina Tschauner, Kramer 


High School, Columbus, 


Nebraska 
Viitala, Suomi 
Michigan 


Julia 
Hancock, 

Masame Okumura, 
School, Santa 
California 

Maria 
St. Francis 


Zone 


Studi 
Canal 
Annabelle Thomas 
Brown's School 
ness, Milwaukee 
Elizabeth Brady, 
of the Cross School, 
New Jersey 
Betty Bartzen, 
Butte, 
Kell, Ne 
Detroit 
Fa leone 


of 


St 


(ity 


Schoo 


School 


rtherr 
Mi 


rranquello 





School, Steelton, Pennsy! 
vania 
Helen Elizabeth Hooven, St 
Elizabeth's Commercial 
Philadelphia, Pennsylvania 
Lester Derrick, High Schoo 
Mechanicsburg, Pennsyl 
vania 
tetty Brooks, High School, 
Teaneck, New Jersey 
Elaine Dittan, Rose Jar 
Ann Weber and He 
rar Alvernia Higt 
School, Chicago, Illinol 
Helen Frank 4 rnia H 
> ‘ I r 
I n 8 1. Hig 
Sel I M 
snette Burnham, 1 
Hich Sch ‘ j 
‘ h Dakota 
Margar ‘ Sta I 
i ‘ nh ! 
re ‘ : 
Harriet Andersor \ 
Hi Scho kK ( 
Ka : 
] » Simm 1H r 
Hod Blessed A 
Sel Ch ili 
‘.r ‘ ‘ rit eer r iH 
School, Longview Tex 
Sue Davi Hi Scho 
Macon, Mis ri 
Kathryn Whitcomb, Higt 
School Allecar Mi r 
Irma tohre St tened 
Commercial School, Chica 
r. St. Xavie 
vider 
St Rar 
Chica 
} S,} 
Senior 
S ‘ Fond d La 
Wisce { 
Melba Karber. Cor 
Hig Sel l Re 
Tilir 
Bronze Pin 
Tevhvr Egll The ir ‘ 
lege, Toront Onta 
Canada 
Lulu Bowie. Edward 1! 
High School Aut 
Maine 
Stasia Rogalska. Tourt 
Memorial High Scho 
North Grosvenordale ( 
necticut 
Dolores Leavene HW om 
Woodbury College, Los A 


California 


cele 


College 


Elena de la Gu 
Balboa 


Mi 


High 


Barbara, 


Bu 


W ise 


Central 


onsir 
Pau 
Jersey 


Hig! 
Montana 
ii 


High 


an 
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Marjorie E. Haskell, High Barbara Barr, Empire Tow } ubeth Weand and Nettie 
School, Marblehead, Massa ship High School, Le Roy, 1. P wk, High Schoo 
chusetts Illinois Pottstown, Pennsylvania 

John Donna, High School Naomi Woodeock, High He Doherty, Queen of 
Marseilles, Illinois School, Ibia, Iowa Peace High School, North 

Concetta Sa High School Amanda Ochs, High Scho Arlington, New Jersey 
White Plair New York Las Vegas, Nevada Esther A. Sherblum, School 

f Commercial Sciences 
Woonsocket, Rhode Island 
Dp js Lorine Sweet, High School 
Campbellton New Bruns 
Plate for the April yo 
Mar Shafer, Central High 
4 ’ ry . School, Averill Park, New 
O. G. A. I est York 
Bernice Cotton, Central High 
Set Port Townsend 
Ww t gton 
e Eager, Montana Stat 
College, Bozeman, Montana 
; : 4 Katherine Smith, Norther 
j ( State Teachers’ College 
) Aberdeen, South Dakota 
‘ / Gene Childers, High Sct 
-? - 7 Bunker Hill, Indiana 
- : Mar et Davis, Sacred Hea 
High School, Gallup, New 
a ¥ 9) 
2 . 
/ ™ Eli h Konzem, St. Josep 
} . 9 ( Commercial School, Chicag 
; (J? Illinois 
y " Q ah 4 r Bessie Montoya and Juanita 
oy Dickersor Union High 
Sc hoc Las Cruces New 
4 . Mexico 
f Ruth Lietzenmayer, High 
School, Saranac Lake, New 
Yor} 
. lah Rhode Margarita 
j Black Union High Sct 
Atascadero, California 
; J Helen Callas, Wyandotte Hig 
5 / 4 t School, Kansas City, Kan 
( ° Davis, Senior High 
S Saler Oregor 
) Helen Perhai, Martin Hugt 
-* } 6 High School, But Mir 
ta 
1 t e Anderson, Comr 
. ? 4 ? High School, Norma 
c - | r 
erine Lugt, High Sct 
; Gardena, California 
’ J ‘ Alice Vanish, High School 
) “i ) Mosinee, Wisconsin 
Mary Harrahill, Sacred Heart 
P S ” Greeley, Nebr a 
( 7 Emeline Lapointe, Holy Fa 
” } 4 School, Worcester 
Massachusett 
e ; Rernard L. Graham, Hig! 
f School, Sterli Colorado 
] / ) Mona Breaske exe of St 
= Renedict. St. Joseph. M 
J J ry 
i I e 
A ( ‘ 
’ ( Harr 
So ? H i 
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‘ hre«s a Ant? 
} s N York N 
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A f ) Vy . , . w nv 
t Fra H Set 
Hi Nebraska 
. rR West I en 1 
/ c Hich Scho Susanv 
Calif 
‘ \ High Set 
( N York 
l Haider, St. Ma 
Esther Davis, Community M ret A Jone St H Sehow = : 

High School, St. Anne, Joseph Academy, McSher I ‘ 

Illinois rystown, Pennsylvania ’ t Jar Harr H 

Jeanette Kopff, High School ternice Marvin, High Schou . ! Yuma, ¢ 

Beaver Dam, Wisconsin Tyndall, South Dakota j "n page 
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Quipu—Or Writing With Cords 


From “Little Tails,” issued by the General Pencil Company, Jersey City, New Jersey 
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“Ask the Gregg Writer” 


Don't you often have questions to ask about the work of secretaries, stenog- 


raphers, typists and shorthand reporters? 


We invite you to send them to 


Information Desk, Tue Grecc Writer, 270 Madison Avenue, New York, N. Y. 
A postal card will do. 


UR suggestion in February, that you 

“Ask the Greco Writer,” has been 

welcomed by many of our readers. All 
the queries cannot, of course, be 
answered here, but we will print those that 
are of the greatest general interest. 


received 


Can you give me the names of a few prominent per- 
sons who write shorthand or have used it as a stepping- 
stone to success ? 


A complete list would fill many pages. It 
would include statesmen and diplomats, repre- 
sentatives and senators, lawyers and judges, 
authors and journalists, railroad 
bankers and financiers, educators, physicians 
and surgeons, and business executives. In the 
list would be: Peter B. Kyne, author; Irvin 
S. Cobb, author; W. Morgan Schuster, New 
York book and Irving 
Thalberg, M-G-M Harry 
Moore, Governor of New Jersey; Joseph P. 
Tumulty, lawyer and former secretary to the 
late President Wilson; George B. Cortelyou, 


officials, 


magazine publisher ; 
executive; A. 


president Consolidated Gas Company, New 
York, and former Cabinet Member; Judge 
Landis, baseball czar; Henry F. Ashurst 


senator from Arizona for many years; Walter 
D. Fuller, president and secretary, 
Publishing Zelda Sears, 
actress and writer; Frank A. Van- 
derlip, retired banker and former president of 
the National City Bank of New York. There 
are many notables in England, too, who write 


first vice 
Curtis ompany ; 


scenario 


shorthand and recommend it as an aid to per- 


sonal efficiency. 


Does Charles Lee Swem write shorthand the same 
size as the plates in this magazine? 


C. S. A. asks this question, and the answer 
is that both Mr. Swem and Mr. Dupraw write 
shorthand substantially the same size as that 
in our shorthand plates—if anything, 
slightly larger. A specimen of their shorthand 
is given in the Introduction to “Gregg Speed 
Building.” As these specimens are slightly re- 
duced in order to make them fit the page, they 
show shorthand slightly smaller than it was 
actually written. 


shown 


Is it necessary to have a knowledge of accounting to 
succeed as a stenographer ? 


In many offices these days, B. W., the 
stenographer is required to help out in the 


accounting or bookkeeping departments. To 


y, a practical knowledge of a 
counting procedure is helpful, and unless the 


do this easily, 


person has taken the regular secretarial course, 
which includes work in that subject, it may 
to study the 
school that bear directly on the additional offs 


work. A know 


enough about figures to keep the simple a 


be desirable subjects in night 


secretary is expected to 
counts of her employer. 

What are the highest shorthand speed records? 
asked this question 


found front 
Manual, anniversary 


Several readers have 
Complete answers will b 
of the Gre 


edition, first published in 1929. 


in the 


g Shorthand 


Is it true that President Roosevelt “pulled a boner” 
in a recent letter he dictated? 


All we know is that the newspapers carried 
a story to th that the President dic 
tated a letter to Speaker Rainey in which this 
sentence occurred: “I 
He could have said, “I 
whom you tell this,” but, 
probably felt it would not impress 


effect 


lon't care who you tell 
this to.” don’t care t 
while correct, he 
a practical 


politician with equal force 


What noted English diarist and secretary to the ad- 


miralty wrote his daily entries in shorthand ? 


Samuel Pepys (pronounced péps, according 
to Webster), 17th century 
His diary has 
of the 


policies of the time. 


who lived in the 
world-wide interest 


problems and 


aroused 


because mments on 


Does the study of shorthand conduce to an ultimate 
better mastery of the English language? 


W. A. Kane, a regular reader of our maga 
zine, at Lansing, Kansas, in a recent letter 
“Not only as a practical, interesting, 
and easily acquired system, for it is all that; 
of acquisition, 
fact that 
and use causes 


Says: 


but supplementary to its 
transcription is the 


ease 
execution and 
almost automatically its study 
to spring into action the fundamental urge to 
master and use the English language correctly 
and effectively. One’s vocabulary expands and 
fluency of expression is promoted. Business 
oratory is the click of the typewriter and the 
glide of the pen recording the interchange of 
speech between factory, store, and office, and 
the great army of consumers.” 
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The Farmer’s Need for Credit 


From a Talk on Agriculture and the Banks, issued by the American Bankers Association, 
New York City 
[One f each pair of words in type is correct in the place it appears; select the proper ne 


m read along. This article is adapted to the thulary of a 
have completed the Eighth Chapter of the Manua 
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(To be continued next month) 
oT @ ie 
QO. G. A. Club Prize Awards 


Continued from page 430) 


Viola Swanson, Township High Rettie Hart, Glendale Junior Anne Slovik, Roosevelt Hig! Gilberte St. Jean, St. Clare's 
School, Sandwich, Ullinols College Glendale, Califor School, Wyandotte, Michi High School, Woonsocket 
Eleanor Hanneke, St nia gan Rhode Island 
Mark’s High School, St Katie Belle Dean, High Eleanor Carr, St. Aloysius Joyce Chesnut. Commercial 
Louls, Missouri School, Ponca City, Okla School, Newark, New Jersey High School, West Chicag: 
Jeanette Senez, St. Joseph homa Russell Miller, High School llinois 
School, Cohoes, New York Rosemary Kloss, St. Mar Chillicothe, Missouri Marguerite Hintz, High 
Alice Dean, Har-Brack Union garet’s Academy, Minne Nell Ramsey, Central High School, Clintonville, Wis 
High School, Brackenridge, apolis, Minnesota School, Charlotte, North consin 
Pennsylvania Mary A. Brichta, Central Carolina Edna Foreman, High School 
Fred Riehle, Sacred Heart Catholic High School Al Mary Ann Hart, Palm Beach Martinsburg, West Vir 
School, St. Paul, Minne- lentown, Pennsylvania High School, West Paln ginia 
sota Li Shu Hsien, Gregg Short Beach, Florida Mary Castagno, Rita Singer, 
Lucille Lampen, St. Mary hand School, Tientsin, Garland Hunker, High School, and Anne Rechtschafer 
Central High School Car China Fostoria, Ohio Hich School, Hartford 
lyle, Illinois William Swedar, High School, Anna Katz, Weequahic High Connecticut 
Willlam Kelley, Union High Nesquehoning, Pennsyl School, Newark, New Leanette Peterson, High 
School, El Monte, Califor vania Jersey School, Bemidji, Minnesota 
nia Gertrude Lachance, Nashua Felicie Levasseau, St. Joseph Ruby Johnson, High School 
Agnes Goodfellow, St Business College Nashua, Academy, Salem, Massa Madison, South Dakota 
Michael's Academy New Hampshire chusetts Velma Drury, High School, 
Chatham, New Brunswick Clara Bell Bidlack. Hich Daisy McKie. Sacred Heart Olympla, Washington 
Canada School, Radnor, Ohio Academy, Bathurst, New Frances Kosciak, Good Coun 
Martha Pierce, Union High Frances Andersen. High Brunswick, Canada sel High School, Chicago, 
School, Paso Robles, School, Crawford, Nebraska Fernande Latraverse, Assump- a . , 
California . Rose Dickinson, High School, tion Academy, Nicolet, P Mabel Perods. High Schoo 
Doris Nelson, State Teach Rochester, Indiana Quebec, Canada Huntsville, Texas 
ers’ College, Wayne Louise Couture, Hlely Resery Berniece Burns, High School Rosalle Koch Union High 
Nebraska School Rochester " New Holdrere, Nebraska School. Mitten Wisconsin 
Eleanor Coffin, Township High ney es Joan McDonald. St. Patrick's Marion Hanson, University 
School, Pleasant Plains, _—e Girls’ High School, Halifax High School, Normal, 
Tllinols Laura Husko, Horace Mann Steve Gestie. Ganadn Tllinots 
Laura Wolcott, Reed-Custer High School, Biwabik, LaVon Ireland, County High Dorcas Bulson, Central School, 
Township High School, Minnesota Schest. Chavenne Welle Middleburgh, New York 
Braidwood, Tilinots Gladys Irene De Leeuw, God Colorado Sadie Meagan. Butte Central 
Antoinette Maybay, St. Ann's win High School, Grand Winifred Fowler, Point Lo High School, Butte, Mon 
Academy, Marlboro, Massa- Rapids, Michigan ma High School, San Diego tana 
chusetts LaVan Clark, Community California Janet Boldyga, Searles High 
Jane E. Dooley, Laurel Hill High School, Cullom, Louls Kiill, Lahatnaluna School, Great Barrington, 
Academy, Susquehanna, Illinois High School, Lahaina Massachuse'ts 
Pennsylvania Agnes Reckert, The Mal- Hawall Anna Countryman, Fremont 
Ruth Edison, High School linckrodt School, Wilmette Dorothy Doll, Seton High County Voeational High 
Portage. Pennsylvania Illinois School. Cincinnati. Ohto School, Lander, Wyoming 
Harriett Shields, Township Virginia Verrill, Thornton Rese Foytek, Western High Lorraine Beach, St. Joseph 


High School, Neoga, Illinols Academy, Saco, Maine School, Detroit, Michigan High School, Ironton, Ohio 
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April “Talent Teaser” 


AS that March “Teaser” too easy? plate given here. In the very first sentence, 
It did look simple, but just check up for instance, there are three broken charac- 
» if you got ters; twenty-eight in all. 


with the key below and see 
with your transcript made, read back 


1 their proper positions. The Phen, 


words “sharpened,” “soft,” and “thin,” we'll this bit from Hiram Percy Maxim's “Life's 


wagt uny of you put in a different place Place in the Cosmos,” and see if you can name 
from that given here, didn’t you? If you did the things ot px ple he alludes to. The tower- 
make 100 per cent, congratulations! It really ng office building is, of course, the famous 

sa “catchy” transcript after all Empire State Building in New York City. We 


March work checked up, you feel sure of four other allusions, too. Just for 


sow, Vv 
can start out again repairing the damage we fun (no prizes this time) let’s have your lists, 
have done by routing three lines through the and we'll report the composite “findings” in June. 


a) 
. ; . i 4 x . f ( ( -3J 
4 A 
4 
0 > Y a t ) G , 
( 
Jo yY ° , > r 
s ’ > r © 2 } A ? a 


Key to Last Month’s “Talent Teaser” 


THe Pencu 


[The words in italics are those that were to be inserted in their proper places.) 
The word pencil” comes from the Latin word y the very wealthy—would leave a fine line on paper, 
en s,"" which means “little tail.” It was orig- the piece f sharpened soft metal was called a pencil, 
ally f t small, fine-pointed brush which atter the brush. Still later, the same name was ap 
was used | irtists ft lraw fine lines, make guide plied to a sharpened piece of plumbago (graphite) 
es, to letter, or which might have been wsed for which was used for the same purpose. When a thin 
ting , ’ lf h a brush is still known as rod of graphite was encased in wood, the first per 
‘ l of the type we e today made its ippearance 
Wi l 1 that lead or silver sed reneral Pencil ” ny’s ‘Little Tails.” 
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A Specimen of Miss McGowan’s Notes 


A page from the report of a recent criminal case tried at Galveston, Texas 


(Key will appear next month) 
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‘The SHORTHAND REPORTER, 










Conducted for the benefit of those already reporting 
and writers ambitious to enter the field 


SL. — 


Call the Witness! 








MOST unique and profitable program examination: and to Mr. Louis Gol istein, as 
was provided recently for its members the defense attorney, fell the task of breaking 
by the New York State Shorthand down the witness and the accuracy 
Reporters’ Associatior It was a program transcript 
that combed a maximum of interest and 
entertainment with a substantial contributios Regular Court Procedure Followed 
protessi nal knowledg« 


Within recent years a great deal of publi An actual trial was in all respects faithfully 
nterest has been concentrated upon the notes simulated Mr. Ne tlich, as the attorney for 
f the shorthand reporter, arising chiefly out the prosecution, collaborated with the witnes 
f the Kresel case, wherein the ofhcial re beiorehand on the questions to be asked an 
porter’s notes were subjected to serious at the answers to be given on the direct exan 
tack, and to an extent growing out of th ination, but the witness was in no wise ap 
ramifications of a Congressional investigatior prised of the questions which he was to be 
4 a few years ago, in which the notes of iske n ss rhe witness was sworn by 
another reporter were a pointed subject ofl Mr. Willard B. Bottome, as the court clerk; 
nquiry. Mr. Neitlich, as counsel, took him throug 

There have always been, and there 1 loubt typical direct examination, proving the qual 
ilways will be, instances wherein the ri cations of the witness both as a court officia 

porter’s minutes will be placed in questior ind as an expert, and bringing out the ess« 
when it is to the advantage of one on trial tial mechanics of shorthand writing; and the: 
to raise such questions; but two or three yitered in evidence the typewritten transcript 
spectacular instances of recent years have con pon which the trial was supposed to hing: 
spired to clothe the subject wit special u This was properly objected to by Mr. Gold 
terest and point, particularly to the reporter stein as not the best evidence; excluded | 
himself. The cross-examination of the ofhcial the judge; and then Mr. Neitlich offered tl 
reporter in the Kresel trial was broadcast riginal notes from which the transcript 
the headlines of the newspapers; and withi been made, which were received without 
the past month an editorial writer in th ection 
Literary Digest gives public recognition t 
the subject by discussing at length the “fall Votes and Transcript In Evidence 
bility” of the shorthand reporter 
Everybody in th sud e was provid 
On Trial Before His Confreres with a mimeographed copy of the transcript 
nd the f t of th om there was d 
Realizing the importance of making every played a huge photostat of the thand note 
shorthand reporte! icquainte d with the sort in question, clearly eadable t every e 1 
f cross-examination that he may some day the room Thus as t examination pt 
be called upon to endure, the New York State gressed, visibly apparent to everybody, wert 
Reporters’ Association turned one of its regu the particular outlines which were being ques 
lar monthly meetings into a simulated court tioned, and each point of opposing sel 
trial, and before an attendance of 150 short- with respect to them was clear to all 
hand reporters carried through an actual ex The principal points of attack w 
amination of a reporter upon the accuracy 1. The possibility of error through « 
f his notes. The part of the reporter whose _ flict between identical or simila it linn 


notes were called into question was taken by 2. Distortion of outlines written under 
Mr. Nathan Behrin; the presiding trial judge pressure 

was Mr. Seth B. MacClinton; Mr. Joseph 3. The ability of the reporter to read notes 
Neitlich, president of the Association, became after a lapse of yea 

the prosecuting attorney conducting the direct 4. The ability of the reporter to read en 
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graved shorthand plates from the shorthand MR. NEITLICH: Is my face r 

sonal 

Urals rHE WITNESS Phey c yi 1 recog 
5. The importance of context nize them now 

6. The physical limitations of the reporter. 


' 


QO. Will y ' 1 them to us, Mr. W 


Cross-Examination “Gruelling” 
And the witness read ther rte written 
On all these points the witness was taken it 200 words a minute, twenty-two years be 
through a critical cross-examination with the ore, under the stress of contest ¢ ditior 
object of establishing to the mythical jury 
the inherent inaccuracy of shorthand in gen- Vualifications Tested in Open Court 


eral and of the questioned transcript in par 
Next the witness was required, over the 


ticular. The cross-examiner resorted to all 

the well-known tricks of the shrewd lawyer objection of his counsel, to undergo a test of 
to accomplish this end. He singled out in his qualifications in open court; the objection 
lividual outlines from their context, covering f counsel being to the effect that no reports 


the rest of the page from the sight of the however able, could properly display 


witness, and insisted that the witness read the _ fications in such harassing circumstances. The 


utlines thus isolated. He called upon the objection was 
upon Mr. Gold tem selected a still piece ol 


verruled by the Court; where 


I 
} 


witness to read various pages of engraved 
reading matter (a critique of a grand opera 


outlines; and he “sprang upon” him notes 
periormance 


that had been written by the witness many 
vears before. No objection was made to the matter by 


either the witness or counsel, but when Mr 


“fn P , Goldstein began to read so indistinctly (with 
Reads “Contest” Notes 22 Years Old ge eee é 
his back to the witness) that neither the wit 
This last Strategy was productive ota very ness nor anyvody cise i he oom could be 

: . : 1 , om te d «ft adi r Neith © propet 
amusing incident which provided splendid en gin to understand it, Mr. Neitlich was properly 


‘ 


on his feet, making strenuous objects 


tertainment and reflected credit upon the 
the test should at least be conducted fairly 


cleverness of the counsel and the ability of 


the witness. Mr. Behrin, as the witness, had The Court thereupon took a definite hand in 
. th ri a yr and in«cicted not onl +} he 
testified on direct examination that on one me Procecaing anc a ee at tine 
: ; oe ethos t , 1 Metincel hit thar ¢] whink 
occasion he had transcribed notes which were ™a€tter be rea ee va a 
. . . < > ond a 1) ' hy © 
thirteen years old, and which proved to be ‘&*! be conducted on a fai 
as legible to other reporters as to himseli 
ile had also ventured the opinion that notes Typical “To the Life 
expressed the individual characteristics of the ri , 
' I lor tw irs the wit \ 
writer. Whereupon counsel handed to the - _ * 
- . . rected to a seal ng, gruciiing cross-e€xam 
witness a photostat of a page of notes, and “t+ 
' . nation; some It it lair inquiry int s nl 
asked if he could say who had written them : ax ; ce 
; ity, much ol it nm uniair resort to trickel 
The witness replied that he could not say —_ A ; 
. _ to break down the notes in questiol n other 
definitely but that he had a suspicion. 
re . words, a typical cross-examinatiot uch a 
Upon being questioned as to whom that ry _— “a , t 
: : : . mignt be the ordeal olf any shorthand reporter 
suspicion pointed, the witness replied that he ° ' 
taking notes in court today. As entertain 


thought the notes had been written by th 
examining counsel himself. Whereupon the 


ment it was first-class. The actors all han 
dled their parts with rare ability and poise 


following occurred 


It could very well have been il actual court 
By Mr. Goldstein: scene; and it was the consensus of opimior 
; ; among the ilience that rarely has such a 

oO Would it surprise you, Mr Witness, f iI , ; 
een pre 


told you that those notes were written by you in 2 valuable educa al program ever | 
mtest held at Buffalo in 1911 A (No answer sented before any shorthand gatheri 





‘A PRETTY GOOD FIRM IS WATCH & WAITE 
AND ANOTHER IS ATTIT, EARLY & LATE: 

AND STILL ANOTHER IS DOO & DAIRET: | 
BUT THE BEST IS PROBABLY GRIN & BARRITT. | 
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HORT STORIES 
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